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Have you looked into air freight recently? 
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Good office furniture is like good factory tools 


GOOD metal business 
furniture is a 
GOOD investment 


©GF Co. 1952 


MODE-MAKER DESKS - 


2 





F pecs LEADS THE WORLD in in- 
dustrial production, not because 
American factory workers put forth 
more human energy in their jobs, but 
because of better tools and methods. 


The same idea can be true of offices. 
Good metal office furniture such as 
Super-Filer — the mechanized file, 
Goodform Aluminum Chairs, cor- 
rectly adjusted to the individual, and 
Mode-Maker desks, properly fitted 
to the job, will get a great deal more 
work done in any office without the 
expenditure of more human energy. 


Not only will GF modern metal 
business furniture increase office pro- 
ductivity, but it will promote better 
employee health and morale as well 
as improve customer prestige. 


It costs you a minimum of $30,000 
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per average office employee in salary, 
floor space and general overhead, in 
any 10 year period — the normal 
period during which office furniture 
is charged off the books. Wouldn’t it 
be a wise investment to provide that 
employee with good office “tools” so 
as to increase your return on the 
$30.000 fixed expense? 

It will probably cost between 1% 
and 2°, of this fixed expense to com- 
pletely re-equip your office with good 
metal office furniture that would 
quickly pay for itself and provide 
big dividends thereafter. 

Get the facts so you can decide 
whether good metal office furniture 
would be a good investment for you. 
Call your local GF distributor or 
write The General Fireproofing Co., 
Dept. M-7 Youngstown 1, Ohio. 
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FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


(Circle 382 for more information) 


GOODFORM ALUMINUM CHAIRS +- METAL FILING EQUIPMENT -+- GF STEEL SHELVING 





YOU NEED $1,000,000 IN SALES 
TO PAY FOR 18 CLERKS 


During 1950, the average net profit 
of all American corporations was 
4.3% of gross sales ... or about 
$43,000 on each million dollars of 
sales. That profit figure is equivalent 
to the annual salaries of about 18 
clerical workers earning $200 a 
month. Thus the average corporation 
must manufacture and sell a million 
dollars worth of products before it 
can break even with the cost of this 
relatively small clerical operation. 











WORTH REPEATING 


Last November we carried the quotation 
above. Since then, we have had about twenty 
requests from companies wanting to reprint it 
for intra-company circulation. 

One request came from another magazine pub- 
lisher who, in his letter, also stated, “Ever since 
the war we’ve been chasing our break-even point. 
Looking back, I realize all our efforts have been 
directed to reducing so-called variable costs. 
We've assumed ‘fixed’ costs were really fixed— 
and, I must admit, I put our office operations 
under that category. My thanks to Management 
METHODS for some eye-opening facts.” 

In these days of high costs, high taxes and 
clerical shortages—all adding to your heavy load 
of management problems—you need helpful in- 
formation on: 

Ways to improve management efficiency— 

Methods to increase clerical productivity— 

Knowledge of time producing equipment— 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—here’s help! 

1. Use the handy Reader Reply Card (postage 
paid), bound into every issue of MreTHODs, for 
more information. 

2. Phone your local specialist in business equip- 
ment and ask him to show you the tools that can 
convert METHODs’ ideas into money-saving 
systems. 





WANT TO ORDER METHODS Magazine 
FOR OTHER MEN IN YOUR COMPANY? 
USE THE POSTPAID REPLY CARD BOUND 
IN THIS ISSUE. 
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She’s all tied up...in poor system 








How she cut loose 








instead of 4 systems... 4 typings 








It wasn’t a strait jacket but felt like one 
— the office system that kept her and the 
rest of the staff strapped in low efh- 
ciency. It slowed progress and caused 
expensive errors. Red tape held up 
movement of customers’ orders. 


Everybody “cut loose” after a Moore 
man was invited in. He looked at 4 
forms that were causing tie-ups. In 
their place, he designed a continuous 


MOORE v= 





Moore Fanfold form. It combines — in 
one typing — order, invoice, duplicate 
invoice, shipping order, packing list and 
label. It saves 3 typings, prevents delays 
and fills orders faster. 


Got a problem like it? Call in the 
Moore man today. He offers you the 
widest range of forms. More than that, 
he is trained to design for you the right 
business form for every form of business. 


BUSINESS FORMS, INC. 


Niagara Falls, N.Y. O Denton, Tex. © Emeryville, Calif. O Over 300 offices and factories across U.S. and Canada 











Speedisets for Fast 


Sales Books for Continuous Interleaved Continuous , Fanfold Billing Marginal Punched 
Every Business Operation Typewriter Forms Register Forms Registers Machine Forms Carbon Extraction Business Machine Forms 
(Circle 379 for more information) 
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< Space costs 
high ? 
Reduce them 50% 
Diebold’s 
Safe-T- Stak storage files! 






UP TO 50% MORE FILING SPACE 


In your present area with 
Safe-T-Stak’s unique rein- 
forced steel design— cuts 
out waste from bulky box- 
es, thick wooden shelving. 





LOW INITIAL COST—LASTS FOR DECADES 


Yes, Safe-T-Stak steel con- 
Pei 


struction keeps out ver- 
>, min, rodents, dust and 
WF holds back deterioration. 

Safe-T-Stak isa permanent 
file made to last for many 
years—at a low initial cost. 


STACKS AS HIGH AND, WIDE AS YOU NEED 


Safe -T- Stak is self-sup- 
porting — locks together 
=® (|) side to side—top to bottom 
$) to utilize every available 
inch of space in your stor- 
age area, 


IMMEDIATE DELIVERY 


In all standard sizes. See 
Safe-T-Stak reduce your 
present costs up to 50%. 
Ask for a space-saving sur- 
vey by a Diebold file an- 
alyst. Clip the coupon to- 

ay—no obligation, of 
course. 





serving business for over 94 yeors 


Diebold 


record handling systems 
2055 Mulberry Rd., 5.E., Canton 2, Ohio 


( ) Send complete information on Safe-T-Stak. 
( ) 1 want a Safe-T-Stak survey. No obligation. 
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Microfilm * rotary, vertical and visible filing 
equipment °* safes, chests and vault doors 
bank vault equipment * burglar alarms 
Factory branches and dealers in all principal cities 

(Circle 399 for more information) 








"T think...’ 


PROS AND CONS TO THE EDITOR 


First Prize for format 
Mr. Jerome W. Harris 
Kditer.. 

Management METHODS 
Dear Mr. Harris: 


Congratulations! You have won an 
award in Industrial Marketing’s 14th Edi 
A. first 
place plaque was awarded to Management 


torial Achievement Competition. 


METHODS as the best over-all format and 
graphic treatment among merchandising 
and trade publications .. . 
Thank you and congratulations again, 
on winning highest honors. 
Sincerely yours, 
INDUSTRIAL MARKETING 
MERLE KINGMAN 


Managing Editor 
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Key-man life insurance 


Dear Mr. Editor: 

Do you know of any conditions whereby 
the premiums paid on key-man life insur- 
ance would be an operating cxpense of 
the company, and the cash value or face 


value of the policy could be taken back 


into the corporation in some other man 
ner or means without being taxable in- 
come? 
CiypE BEALS, Secretary 
Progress Mfg. Company, Inc. 


In his letter, Mr. Beals asked about 
the income tax consequences of a key-man 
life insurance policy—a policy purchased 
by an employer on the life of a key-man 
employee, which the employer — buys, 
owns, pays for, and is the beneficiary of. 

Such a purchase raises these two in- 
come tax considerations: (1) the employ- 
er’s right to take a current income tax 
deduction for the premium he pays, and 
(2) the employer's right to receive the 
proceeds free of income tax when the 
policy becomes payable. 

The answer to these two problems are 
well defined. Here, first, is the answer 
to the deduction question. Section 24 
(a) (4) of the Internal Revenue Code, 
in substance, says: when a_ business is 
directly or indirectly a beneficiary, under 
a life insurance policy, the premiums 
paid by it for insurance on the lives of 
officers, employees, or persons financially 
interested in it are not deductible. The 
type of policy suggested by Mr. Beals 
falls within this rule—since the corpora- 
tion would be the beneficiary, there would 
be no deduction. 

The receipt of the proceeds, when the 
policy becomes payable at the employee's 
death, is governed by Section 22 (b) (1) 
of the Internal Revenue Code, which in 
substance says: death proceeds are not con- 
sidered as taxable income in the hands 
of the beneficiary, whether the beneficiary 
be the insured’s estate, an individual, 
a trust, a partnership, or a corporation. 
There are a few exceptions to this rule 
but they are not pertinent to the problem 
at hand. Under the key-man policy we 
are discussing, the employer falls with- 
in this rule. (If the employer surrenders 
a key-man policy during the employee’s 
life, he will have taxable income to the 
extent that the proceeds exceed the net 


premiums paid.) 














wo USE 
LOOKING 


OSCAR 41. YOU 

Y/ CAN'T SEE MY 

(. PAYCHECK 
THROUGH THIS 





PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate the time required for addressing, 


also chances of making errors. 


Paycheck ‘Outlook’? Envelopes are abso- 
lutely opaque; essential 
when wages are paid by 


check. Nothing shows but 








the employee’s name. This 
improves personnel rela- 
tions. 


Send for Samples 
and Prices Today 





(Circle 381 for more information) 






will help you 
eliminate the 


“HIDDEN COSTS” 
with improved design and construction 
of your 


SNAP-OUT and CONTINUOUS 
BUSINESS FORMS 


Pooling “inside and outside know-how" with 
customers like AMERICAN CAR AND FOUN- 
DRY has released payroll time valued at 
thousands of dollars for productive work. 


If you wish a factual analysis of the un- 
productive labor you can eliminate from your 
forms, send us samples. No obligation. 

ALFRED 


AtEN. «© WATTS sinc. 


Manufacturers of Carbon Interleaved Forms Since 1897 
216 WILLIAM STREET, NEW YORK 38 
Plants: New York, Belleville & Newark, N. J. 





(Circle 376 for more information) 
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In a nutshell, we can say this: the { 
proceeds are received free of income tax 
because there was no deduction for the 
premium payments. Conversely, if the em- 


‘ier tom veut awn | New wings for the work of accounting! | 


premiums he pays on insurance on em- 













ployees’ lives, he cannot be in a_ position 
to benefit by the policy proceeds 
the beneficiary must be someone named by 
the employee (other than the employer, 
of course). If the policy proceeds are 
payable to a beneficiary named by the 


employee (and this is not the conven- 


tional key-man setup) the employer gets 
his deduction, but the employee will then 
be faced with a tax because of the pre- 
mium payment. 

The $5,000 death benefit discussed in 
the article appearing in the June _ issue 


contemplates the purchase of a conven- You can see how every Sensimatic feature contributes to 


the volume-handling velocity of these superb new account- | 
ing tools. You can translate this into more efficient, more 
economical figure-fact production in your business. Next 
step is to learn how little your Sensimatic will cost. Why 
not take it... why not call your Burroughs man now? | 
Burroughs Adding Machine Company, Detroit 32, Mich. 


tional key-man policy. There is no cur- 
rent deduction for premiums but the 
proceeds are received free of income tax. 


Later, however, when the employer uses 





the proceeds to pay the death benefit, 
he gets a deduction for the $5,000 pay- 
ment, just as he would get for the pay- 


ment of any business commitment. The 





value of funding this benefit through life A carriage that’s all automatic— 


Carriage opens, closes and «< af a 
forms are spaced by automatic oe : 
Sensimatic control. All move- 
ments are motor-driven for 
smooth operation. Transpar- 
ent slip-proof form guides are 
easily moved, easily adapted... 
give all-operation visibility. 


insurance is enhanced when you _ realize 
that the emplover will be getting a full 
deduction for monev he received free of 
income taxes. The extent of this ad- 


vantage will depend on the highest tax 





level reached by the company. Ed. 








Error in APRIL issue 


A keyboard that’s simple as ABC— 


All Sensimatic keyboards feature 
square keys with “Finger-tip Fit.” 
Key pressure is scientifically cor- 
rect for swift and simple operation. 
Keys and motor bar can be de- 
pressed simultaneously for extra 
speed. Automatic functions can also 
be controlled from the keyboard. 


\ few lines of type were transposed 






in the article Beware of the Co-Insurance 
Clause (meTHODS, April, 1952.) Several 
letters have been received asking for the 
correct text. It reads as follows: 

“If an insured is carrying $100,000. of 


fire insurance with a 100°% co-insurance 





clause, he is warranting to the insurance 


company that the property being insured 


A mechanism that thinks the job through— 
This “mechanical brain” sensing 
panel directs the Sensimatic through 
every figuring operation and car- 
riage movement . . . enables it to 
compute while in motion for greater 
speed. Any four jobs to a panel— 
any number of panels to a machine 
—means unlimited versatility. 





is worth exactly $100,000. Should there 
be any fluctuation in value without an 


increase in the amount of insurance, then 





the insured stands to lose when there is 
a claim to be made. For instance, the Ve. 
insured’s property could increase from 
$100,000 to $120,000 and if he were to 


sustain a $100,000 loss, he would collect 





only $83,333 after his loss because he was 


carrying only 83.3°, of the amount of in- Now there are three! 
Sensimatic 300 with 11 totals 
Sensimatic 200 with 5 totals 
Sensimatic 100 with 2 totals 


surance that he should have been carrying. 





For this precise reason, it is apparent why 
the 80% co-insurance clause is the most 


popular with most insureds.” Ed. 








july 1952 (Circle 386 for more information) 6 

















“All he said was, I want those bills 
out by five o'clock, Miss Hardway” 





Theres a big difference 


in business forms, too ! 


It’s the difference in how they work 
—for you. Standard Register continu- 
ous forms work so that business machines 
can produce continuously — produce ac- 
curate, legible multiple-copy records at 
lowest total cost. That’s guaranteed spe- 
cifically—it’s how these forms are made. 

Standard Register forms work to di- 
rect and control your business operations 
better. That’s because our Representative 
expertly analyzes your system require- 
ments. With his services . .. with Stand- 





ard’s forms and devices . . . you can 
readily have the best procedure — the 
simplest process of writing records — the 
most efficient form design. 

That’s why Standard Register forms 
are eliminating needless waste, saving 
untold thousands of dollars, for 93 of 
America’s 100 largest companies and 
65,000 more. How about yours? 

Phone The Standard Register Com- 
pany in your city. Or write us at 5107 
Campbell St., Dayton 1, Ohio. 


STANDARD REGISTER 
labor Saving Business Forms and Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 
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(Circle 389 for more information) 





PAPERWORK SIMPLIFICATION: What 
happens when better business forms 
are scientifically applied. 


Now! “Non-Stop” Typing 
of Continuous Forms! 


Ever notice the interruption that 
takes place when an operator com- 
pletes typing a form? Before she can 
resume typing, she must carefully 
turn the platen to the proper line of 
the next form — or to the next ‘‘writ- 
ing area." 


The Automatic 
Line Finder eliminates this 
typing interruption! 





A “VERTICAL TABULATOR,”’ This 
girl can type continuously. Here is 
how it works . . . when she finishes 
one form or typing area (no matter 
how many lines she has typed) she 
simply pulls the lever of the Auto- 
matic Line Finder. The forms advance 
automatically to the next writing 
line, as indicated below. 
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Kant-Slip Continuous Forms, com- 
bined with Standard Register's ex- 
clusive new Automatic Line Finder, 
enable users to produce 44% to 
300% more records per hour. 


The Automatic Line Finder is avail- 
able now for popular typewriters and 
key-operated bookkeeping-billing 
machines. 
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The use of aptitude tests 
in hiring salesmen 

If you or your company are interested in 
the use of aptitude tests to hire salesmen, 
it’s vital to select a consultant familiar with 
the particular type of problem involved. 
Caution is required because the field is 
loaded with phonies, and outtits which— 
although qualified in some respects—will 
accept jobs outside their scope in order to 
gain wider experience. 

There is no clearcut procedure for select- 
ing the appropriate consultant for youn 
problem. But the following will provide a 


good starting point: 


1. The American Psychological Association 
lists in its membership directory the 150 in- 
dustrial psychologists in the country who 
have been designated ‘“Diplomates” by the 
American Board of Examiners in Profes- 
sional Psychology. Detailed information 
on these men can be obtained by writing to 
APA at 1515 Massachusetts Ave. N. W., 
Washington 5, D. C. 

2. A few of these experts in the field of 
industrial psychology conduct — periodic 
courses in several cities. “These are gener- 
ally one or two-week courses to which a 
personnel director or sales manager may be 
sent to learn how to validate tests. The fol- 
lowing are three reliable courses: At West- 
ern Reserve University in Cleveland . .. At 
McGill University in Canada... By Bill 
Geise and Associates in Chicago (formerly 
given at Purdue University and continued 
by the same people). A two week course 
usually costs $200. 

3. The state universities and some private 
universities throughout the country have 
testing facilities and Psychology Depart- 
ments which are often made available to 
industrial firms. ‘These are usually con- 
ducted on a non-profit basis and the cost of 
service is usually less than that charged by 
a private consultant. However, find out 
whether or not the particular university has 
had experience with your type of problem. 
4. To protect yourself in considering a pri- 
vate consulting firm, check with other cli- 
ents and contact the APA. They will, in 
some cases, refer you to a qualified person 
in your area who is familiar with the vari- 
ous consultants in that area. 
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Have you looked into air freight recently ? 





SALES, PRODUCTION, AND PURCHASING SHOULD BE AWARE OF THE 1952 FACTS 


ue \ost businessmen still 
think of air freight as an emergency 
proposition. Others think it practical 
only for perishable items or high cost, 
low volume merchandise. ‘Times have 
changed. Increasingly, bulky and heavy 
freight is being moved by air—and not 
only because it’s good business, but be- 
cause it’s cheaper. 


How to Evaluate Air Freight 


It’s important to remember that com- 


parative rates are not necessarily your 


first criterion. Your traffic manage 
can aid you in this evaluation, but your 
sales, production, and purchasing de- 
partments should also be consulted. 
Here’s a typical reason why: By 
using air freight, a Midwest manufac- 
turer of ethical drugs cut the annual 
cost of maintaining a branch ware- 
house from almost $9,000 to slightly 
over $5,000—even though air shipping 
charges were double those of surface 
transport. The saving was attributed 
to four main factors: Warehouse main- 





Airplane turret, one of a batch of 67, shipped from St. Louis to 
California. The total freight saving—between crating and shipping 
charges—was over $30,000. Details in text. 
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tenance costs were reduced because a 
smaller stock could be carried safely; 
insurance 
charges by air were less than by surface 
transport; and it cost less to finance in- 
ventories at the branch warehouse. 


obsolescence was lower; 


Your sales manager, particularly, 
should be cognizant of true air freight 
costs since he may well find it econom- 
ical to sell in regions now thought to 
be out of your scope. The garment in- 
dustry, for example, has found it can 
spread production over a longer period 
of time—with resultant drop in over- 
time labor costs—by eliminating the 
time lag involved in surface transporta- 
tion (see cut), A large mail order house 
has found it can save time and shipping 
costs by “bundling” a group of parcels, 
shipping them to a central mailing 
point by air, where they are then 
mailed by parcel post. The individual 
packages are metered at the original 
point of shipment so that there is a 
minimum of handling at the other end. 
One of the large airlines estimates that 





Uncrated portable X-Ray machine is shipped by Triplett and Barton, 
of Burbank, by air for less than surface rate. Tare weight makes the 
difference. Though uncrated, equipment arrived in better condition. 


it costs $58.34 to ship 200 packages 
weighing a total of 300 pounds be- 
tween Chicago and New York by com- 
bination air freight and parcel post. A 
surface shipment by parcel post directly 
from the point of origin costs only 34¢ 
less! 


How Much Does Air Freight Cost? 

A direct comparison of air and sur- 
face rates is unreliable. Indirect costs 
such as fewer handlings, reduced dam- 
age claims, lower inventory, and_ less 
expensive packaging must also be con- 
sidered. Some apparel manufacturers 
have saved considerably on re-pressing 
costs by shipping garments in dust 
proof bags which hang from metal rods 
in the airplane. 

The packaging angle is particularly 
important. In general, goods shipped 
by air need far less protective crating 
(see cover picture). Here’s a typical ex- 
ample: Ried Bros. Machinery Company 
have found that the over-all cost for 
shipping a heavy Vertical Grinder is 








often cheaper via air than via surface 
transportation. This:is how they com- 
pare costs for a shipment from Boston 
to Chicago by air as opposed to motor 
carriers: 

By Truck—Crated 

Gross wget. 2250# 

Rate per cwt. $2.71 

Crating Cost $65.00 

Total $125.98 

By Air—Uncrated 

Gross wgt. 1750# 

Cost of skid $3.00 

Rate per cwt $7.00 

Total $125.50 

Savings in tare weight (difference be- 

tween crated and uncrated shipments) 
frequently more than offset the differ- 
ential in transportation rates, regard- 
less of speed and other fringe factors. 
Recently, a manufacturer shipped 67 
airplane turrets, like the one pictured, 
from St. Louis to Burbank, Cal. A 
previous shipment of an_ identical 
quantity had been shipped via surface 
and the following comparison resulted: 


& 


Fashion merchandise rides air freight on hangers in water-proof, 
dust-proof garment bags. Result: reduced packing costs and no 
need to press clothes upon receipt and before displaying for sale. 
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i called a Dictabelt. Its the heart of the finest electronic 
dictating machine yet invented —TIME-MASTER. 

And it’s the on/y dictation record of its kind—a Dictaphone 
exclusive. Not just different, Dictabelt is best for recording 
quality, practical transcription, economy. 

Dictabelts produce absolutely uniform, voice-perfect  re- 
cordings ... have no “distortion zones”... don‘t have to be 
turned over, used on both sides and resurfaced to bring down 
costs. You record on a virgin surface every time. 

Dictabelts are easiest to transcribe accurately, rapidly. Only 
Dictabelt and TIME-MASTER give to the secretary uniform back- 
spacing, instant control of speed, volume, tone of voice. 





You just think out loud—tiny microphone 
catches every word, and... 


DICTAPHONE 


THE GREATEST NAME IN DICTATION 
TIME-MASTER—The. Modera- Way to Dictate 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 


(Circle 388 for mor 
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Dictabelt makes superlative, uniformly 
clear, straight-line recording for... 


All your ideas about machine dictation will be changed by 


TIME-MASTER, the masterpiece of Dictaphone Corporation, 
the industry's pioneer and specialist in dictation machines, 


methods, services. 


Compact . . . flexible unbreakabie . mailable ... 
fileable . . . plastic Dictabelts cost less than the letterheads on 
which they’re transcribed, 

Because of Dictabelt’s exclusive advantages and unmatched 
versatility, Dictaphone TIME-MASTER is the most suecessful dic- 
tating machine in history. To busy people everywhere, Dicta- 


phone Corporation now offers electronic dictation at its best! 


Clip Coupon Now 


DicraPHoNnE Corporation, Dept. ME-72 
120 Lexington Ave., N. Y. 17, N. Y. 


Please send me my free copy of ‘Time Itself.” 


Your Nar 








Company 





Street Address 


City & Zone State 


information) 








Secretary whose TIME-MASTER makes her 
easy master of rapid, exact transcription. 











When crated for shipment by air, each 
turret weighed 641 Ibs. compared with 
1,531 Ibs. via surface. The cost of 
packaging for air freight was $126.39 
per turret or $8,468.13 for the entire 
lot. Via surface, the crating amounted 
to $560.13 per turret or $37,528.71 for 
the lot. 
saved over $29,000 by using air! In ad- 


In crating alone, the shipper 


dition, the air freight charges for the 
67 turrets were $5,583.11 compared 
with the surface charge of $6,523.79, 
making a total saving to the shipper of 
over $30,000! 


Selecting An Air Carrier 

There are two factors to consider— 
the type of equipment an airline flies, 
Aircraft) vary in 
their ability to carry heavy loads. If 


and its schedules. 


the material you plan to ship is light, 
you won't have to worry about this 
point. On the other hand, over-all 
size is often an important considera- 
tion since door sizes vary widely on dif- 
ferent types of aircraft. 

Recently, scheduling has become 
very tight, particularly on East to West 
runs. Advanced booking is usually re- 
quired. On the other hand, some “‘bar- 
gain” concessions can be obtained by 
shippers who fill in on day hauls 
(which are not nearly as popular as 
night) or on back hauls from West to 
Kast. 


Favored Rates 

If you can persuade the airline to 
request approval of a favored rate from 
the Civil Aeronautics Board for youn 
particular product, you may be able 
to save considerable money. It’s essen- 
tial, in these cases, to prove that you 
can’t meet competition at the general 
rate and that you can promise heavy 
shipments by air on a regular basis if 
For example, a 
manufacturer of film pays $2.20 for a 
hundred pound shipment from Monte- 
rey, Mexico to San Antonio, Texas 


the rate is reduced. 


on the basis of a specific commodity 
rate applying to his type of equipment. 
A manufacturer of a less favored item 
would have to pay the general rate of 
$4.50 for a hundred pound shipment 
between the same two points. 

For more information, and _ litera- 
ture, on air rates for different types of 
products, Circle number 352 on the 
Reader Reply Card. 
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THIS MONTH'S EXPERT 


National Records 


Management Council, 
New York City 


The NRMC is a non-profit or- 
ganization which works at con- 
sulting, installation, and re- 
search service in records man- 
agement. Its Board of Directors 
is elected equally from the busi- 
ness, historical and archival pro- 
fessions. Among its principal 
cooperating organizations have 
been the Rockefeller Founda- 
tion, the Kellogg Foundation, 
the American Historical and 
Economic History Associations, 
the Society of American Arch- 
ivists and New York University. 

The case history herein de- 
scribed involves a job done fo 
one of the nation’s largest firms. 
\t the Council’s request, the 
name of their client has not 


been mentioned. 
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A MONTHLY FORUM ON A CURRENT MANAGEMENT PROBLEM 


New-type records center 


slashes record keeping costs 


One-third to one-half 
of all business records can be destroyed 
or sold as waste paper. These have 
been the proven results of Council in- 
stallations in scores of companies and 
government agencies. Council statis- 
tics on reduced record keeping were 
presented in the April, 1952 issue of 
METHODS, as part of the story, What to 
Keep and What to Throw Away 

But you can’t throw away everything. 

This is the story of a new-type low- 
cost Records Center, and the applica- 
tion of scientific techniques to records 
casually hoarded and ex pensively 
boarded in valuable space and equip- 
ment. It is a new answer to the old 
problem of cutting record keeping costs 
for the records which cannot be de- 
stroyed but which need not be kept in 
expensive and poorly utilized space. 

Let’s look at the facts. Here is a 
case study of a typical company installa- 
tion of a new-type Records Center. 


THE PROBLEM 


Too many records occupying too 
much space and expensive equipment. 
1. 8,129 cubic feet of records, housed in 

5,080 file drawers and stored in 

10,300 square feet of storage space. 
2. Inefhcient space utilization and very 

poor records storage ratio of less 

than 1 cubic foot of records to each 
square foot of space. 


THE METHOD 


Ihe existing area originally designed 
for records storage was converted into a 
new-type Records Center by scientifi- 
cally replanning as follows: 

1. Design and specifications for new- 


type low-cost storage equipment. 





Requests for specific records are phoned into the Center. Note the headset worn by the clerk. 
Phone jacks placed throughout the archive, permit him to plug in for two way conference with the 
requesting person. Transmission of factual data is almost instantaneous. In the few cases where the 
original record must be delivered to the offices, it is given to a messenger who operates on a 
regular delivery schedule. The vast majority of all records transactions, however, are handled by 
telephone. 


A. 


Corrugated paper containers 
were specially designed to house 
both letter and legal-sized docu- 
ments without any loss of storage 
space. These containers cannot 
only be automatically assembled 
but are also less expensive than 
any existing type of records stor- 
age container. 

Use of low-cost standard steel 
shelving equipment, arranged on 
the basis of tested experience to 
achieve maximum utilization of 
cubic feet as well as square feet 
of available storage space. In 
practice, this meant a more el- 
ficient records storage ratio of at 
least 4 cubic feet of records to 


each square foot of storage space. 
In other installations where con- 
ditions were even more {favor- 
able, records storage ratios have 
achieved as high as 5 to 51% cu- 
bic feet of records to cach square 
foot of space. 

2. Use a new unit layout for records 

storage to achieve: 

A. Efficient space for main and feed- 
er aisles in order to expedite rec- 
ords handling and reference serv- 
ice to stored records. 

B. Effective use of existing ceiling 
heights or overhead clearances 

for maximum use of existing cu- 
bic feet of storage space. 


” 


Adequate working space to proc- 


9 
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408 PROGRE SS REPOR} | 
Your investment in business forms fails to achieve a; 
faster — better — cheaper operations when forms fetes sae GRP tes | 
pile up awaiting delivery. - ee 
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The quicker the action your forms receive, the he testen tor 
greater the efficiency — the speedier your organ- O 9 my Road) 
ization acts, the more profit you make. O in thdard Machine Corp, oO} 
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You get instant action—with TelAutograph ‘Instan- pag dass ~ 
Form’ Telescribers. You contact any—or all—out- oh Ra te | 
lying departments instantly — at the same time — Voweense ws 

with preprinted business forms, ‘Instan-Form’ Tele- 
scribers actually DELIVER business forms with 
their definite, handwritten messages to remote de- 
partments at the same time the original form is 
being filled in! 


Specific information is available by writing to 
Department G-27. 
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ess records in and out of storage 
with the least lost motion. 

D. Best available light and tempera- 
ture control for records storage. 

KE. Effective protection of records 
against such hazards as fire, wa- 
ter, misuse, etc. 

Inventory, appraisal and reference 

analysis conducted by the Council's 

staff of specialists set the storage 
standards for efficient operation. 

A. Useless records were uncovered 
and eliminated. 

B. The remaining records were re- 
packed and selectively restored. 

C. The reference analysis served as a 
guide to sound records retention 
policies and also as the most im- 
portant tool for assigning appro- 
priate records storage for each 
type of record. 

For each type of record, new records 

inventory controls pinpoint its ac- 

tual location and flag its next sched- 
uled transfer or destruction. 

Design and installation of newly de- 

vised records handling equipment to 

cut processing costs and provide in- 
stant reference service to stored rec- 
ords. ‘This equipment includes: 

A. Telephones arranged to bring 
documents in the Records Center 
as close to an executive or oper- 
ating official as his own phone. 

B. Special conveyors designed to cut 
labor costs and speed the process 
of storing records when required. 

C. Rolling stock designed to man- 
euver effectively in existing aisle 
space and provide a maximum 
load for efficient handling. 

D. Special safety ladders designed 
for ease of handling, ease of mo- 
bility and as an effective work 
tool for processing records in 
areas which cannot be reached 


from a standing position. 


THE RESULTS 


$25,000 savings for the first year. 


2. 955 filing cabinets and 686 metal 


transfer cases released. 

Storage capacity multiplied by four. 
7,800 square feet of space released. 

Instant reference service to keep rec- 


ords close to the using office. 


6. Quality control of record keeping by 


maintaining a better record at lower 
< 


cost. 
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design 


form 


The handling of advertising inquiries 
can be expensive and complicated if required speed of 
transmission and adequate follow-up are maintained. 
Here’s a very simple plan evolved by a national adver- 
tiser to solve the problem. 

A five-part form is used. Each sheet is a different 
color with one-time carbon interleaved between. This 
set of forms is “bound” at the left but since the sheets 
are perforated, they may be easily removed and sepa- 
rated from the carbon. 


Here's How it Works 


An inquiry is received and immediately typed up 
for transmission to the field force. 

Ihe first copy (color: white) is sent with copies 
two, three, and four, to the firm’s Regional Repre- 
sentative with only the name of the inquirer shown 
upon it, plus the date and source of the inquiry (see 
cut). Only the last copy is detached to be retained as 
a Home Ofhce analysis copy. With it, the company 
can analyze the return from various publications and 
add the inquirer’s name to their mailing list for fu- 
ture new products that are developed. 

Copies one to four go to the Regional Representa- 
tive within 24 hours after the inquiry is received. 
Chis man types in the name of the nearest dealer and 
mails the white copy, together with a price list and 


How to handle 
advertising leads 


Note that the form is de- 
signed so that when the white copy is folded, the in- 
quirer’s name will show through a window envelope. 

Copies two and three are then sent to the pertinent 
dealer. Copy number two informs him of the in- 
quiry and copy number three is used by the deal- 
er to report on whether or not a sale was made. 


sample, to the inquirer. 


These forms also fit into a window envelope for ease 
of transmission. This reporting form is particularly 
valuable to the company representative since he can 
soon learn which dealers are doing the best job and 
thereby, concentrate on sending the leads to dealers 
who cooperate the best on follow-up. 

Copy number four is used by the Regional Repre- 
sentative for his own file. It gives him a chance to see 
who the inquirers are and also enables him to build 
up a file to show the general interest in the product 
to possible new dealers. 


Improvements in Form 


The company is now in the process of making two 
changes in the design of this form. Corner cuts are 
being provided to permit even greater ease of removal 


of carbon sheets. In addition, the inquirer’s name 


and the distributor’s (dealer) name are being trans- 
posed to eliminate the necessity for folding the forms 
when they are placed in window envelopes. 





Copy Number 3 
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_~.NEW office copying discovery 





baw 


Revolutionary New 


apeco /T 1 (+ 


New, low-cost machine makes photo-exact 
copies direct from original letters, forms, 
bids, contracts, invoices, reports, blueprints. 





Here is the first major advancement in office 
copying in the last 15 years. Can save you up 
to 80% on your copying jobs! Eliminate costly 





retyping, hand copying, checking or sending COPIES PEEL APART! 
outside for expensive copying service. The Copies feed out auto- 
Auto-Stat is the first low-cost machine that matically ... then you 


makes error-proof, legally-accepted, black- just peel copies apart; 
and-white photo-like copies— WITHOUT SLOW, 
MESSY DEVELOPING, FIXING, WASHING OR 
DRYING. It's fast—only 2 simple steps instead 
of 12 required by old methods. Makes prints 
instantly from any originals up to 11 x 17 inches 
—whether printed on one or two sides. Re- 
quires no dark room—and any inexperienced 


that's all there is to it. 
All Electric! Fully auto- 
matic! 


No developing 


No washing 


clerk can operate it! No fixing 
So low cost! So compact! No drying 
Fits on the corner of a desk or table and is No trays 
priced within the budget of even the smallest 
firm. It's portable—just plug in any outlet— No dark room 


and the Auto-Stat is ready for instant operation. 




















































HAVE YOU READ THIS NEW BOOK? %§ 
Copy Number 2 PROSPECT’S NAME: .. + Here's a tive PROSPECT \T FREE! 
i 5 8 | 
Here is a really informative, worthwhile, factual 
; 
Copy Number | \y report on an new 
we» THANK YOU Be \ “rors. Now 12 page bockit picures ond 
To: tells complete Auto-Stat story 
. i shows how you can use this 
7 He Me. Gurin, Development Engineer for your interest revolutionary new photo- 
N BC, Room 586 copy : 
N Rocire er T 
Shown here are three of q + agra - et a li ae 
the five parts of the mul- , As evidenced ip 94 1, American Photocopy Equipment Co. wy_7;| 
tiple form discussed above. f inquiry of #42 | 265° Naish Chatk Yanet, Ciane 1 0 
All five copies are bound in Indust.Lab, | Please Rush me—without obligation—FREEcopy | 
at the left with snap-out YOUR NEAREST DISTRIBUTOR 1S: ——— of your new book on Auto-Stat—with full de- 
carbons, and are perfor- u tails on this new photocopy method. 
ated for quick separation. 
Descriptive literature and prices are attached Mor Name_____ | 
L___| For further informaton feel free to call us a ae re , 
, Sees j 
AMERICAN 
PHOTOCOPY a | 
Eauwenen! City Zone I a ecitasiztios | 
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Rock-a-File MODULAR 
—the versatile office furniture. 
Precision-engineered for com- 
plete interchangeability to suit 
your individual taste and _ per- 
sonal working habits. 

Here is the utmost in comfort- 
able, working efficiency combined 
with smart, modern appearance 
that is economical, too. A com- 
plete Rock-a-File private-office 
interior layout actually costs less 
than a good steel desk, table and 


Arrange it 
Yourself 


@ to fit your office 
«to fit your needs 





WRITE TODAY 


for catalog and name 
of nearest dealer 





Choose the arrangement 


Just right for you! 





four-drawer file cabinet com- 
bination. 

Any combination of Rock-a- 
File MODULAR units—desk, 
file, bookcase, waste receptacle, 
typewriter cabinet, corner cabi- 
net and shelf storage cabinet — 
easily connect to companion units 
to best fit your office space. 

Steel construction throughout, 
available in gray or walnut finish 
—also available in wood with 
natural walnut finish. 











ROCKWELL-BARNES COMPANY 


35 East Wacker Drive « Chicago 1], Ill. 


(Circle 393 for more information) 








How to file 
Big Things — 





ART WORK, DRAWINGS, BLUE PRINTS 
HAVE A FILING TECHNIQUE OF THEIR OWN 


very art director, en- 
gineer, and draftsman has—at one time 
or another—looked for a better way to 
file and store the “big things” that are 
part of his stock in trade. 

Unfortunately, litthke has been done 
in most companies to assist these pro- 
fessional men with their problem. For 
the most part, they are left to their 
own resources in developing storage 
techniques. ‘The result has been “dog- 
ears” and tattered edges, wrinkles and 
smudges, on precious art work and 
drawings that are improperly stored to 
“get them out of sight.” 


Two Methods of Filing 


Basically, all things must be filed 
either horizontally or vertically. The 
horizontal system is best known for 
artwork. As the illustration, next page, 
shows, these horizontal filing units are 
simply shallow trays into which draw- 
ings can be laid, one on the other, in a 
flat position. There is nothing wrong 
with this system when it’s properly ap- 





plied. Its obvious disadvantage, how- 
ever, is the difficulty involved in refer- 
ring to filed material. Just imagine 
your correspondence files being 
“stacked,” instead of filed on edge! 

Vertical filing for large paper is fan 
from a new concept but it is unfortun- 
ately little known among the men who 
actually handle drawings and art work. 
l'wo types of vertical filing methods are 
offered: the folder type, conventionally 
used for general office filing but spe- 
cifically adapted to large papers; and a 
“suspension” technique whereby clips 
are affixed to the paper and the papers 
are hung from a rod. 


Which Method is Best? 


The vertical method offers some ob- 
vious advantages in space-saving and 
security. Its most important advan 
tage, however, is the ease of reference it 
permits when a drawing must be taken 
out of the file. 

The metal cabinet contains a bank 


of oversize file folders, called ‘“‘divid- 





(Left) Plastic a is affixed to drawing, then hung vertically on rods in metal cabinets. Removal 
Ri 


is swift, simple. 
proper folder without removing drawing from file. 


ght) Large “folders hold material. Reference is a simple matter of withdrawing 


methods 








HERE ARE SOME "BIG 
THINGS" HARD TO FILE 


1. Advertising art work 
. Blueprints 


Engineering drawings 


Plant layouts 
Office layouts 


. Piping and electrical drawings 


Visual aid presentations 


oN CO OF WwW DY 


Offset negatives 











ers.” These are suspended under slight 
lateral compression. Reference is a 
simple matter of glancing at the index 
on the inside top of the unit, selecting 
the proper “folder,” and withdrawing 
it from the cabinet. A horizontal drop 
shelf at the front of the unit permits 
the “folder” to be placed in a hori- 
zontal position for examination of its 
contents (see cut). 

Amazing economy of space is claimed 
for this type of filing. A single cabinet 
will hold as many as 3,000 tracings ac- 
tively used, or 5,000 tracings less fre- 
It will hold the 
equivalent of a conventional, 30-drawer 
horizontal tray file, vet the unit costs 
only about one-half as much money 
initially. 


quently referred to. 


Clip-Style Vertical Filing 


In this method, each shect (or group 
of sheets) is suspended from a celluloid 
clip affixed to the top of the drawings. 


Stee eeeas: 


reeeee 


~ 





Horizontal tray drawers are installed in standard 
insulated cabinet to assure fire protection. 
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The drawings are indexed by number 
along the vertical edge of the sus- 
pended papers. Reference is simple, 
fast, and requires a minimum of han- 
dling of other drawings in the process. 
Capacity is also high as compared to 
horizontal filing. Unlike the vertical 
plan mentioned above, heavier mount- 
ed art work may be suspended in this 
manner, whereas the other unit is not 
recommended for this type of material. 
It is also very successful when drawings 
or art work are of varying sizes. 

The folder-type cabinet is most suc- 
cessful when the filed material is of a 
generally uniform size consistent with 
the cabinet’s dimensions. 


When to File Horizontally 


Obviously, there’s a good case for the 
horizontal drawer or it would not be 
so widely used. 
take larger drawings than either of the 
two systems mentioned above. When 
the material is heavy 
boards—as in the case of advertising art 
work—it is particularly recommended. 
In addition, dividers within the tray- 
drawers will permit good organization 
of drawings and art work of various 
sizes. 

The most important accessory ad- 
vantage of horizontal filing is its adapt- 
ability to fire protection. Several manu- 
facturers offer horizontal units encased 
in heavily insulated cabinets. This 
permits material to be filed and insu- 
lated at the point of most frequent use 
without need to transfer the cabinet to 
a vault, or to store them in a vault to 
assure fire protection. 

The art director of one large adver- 
tising agency puts it this way: “A few 
years ago we had a fire while spraying 
By the 
time the fire was put out we had lost, 
in flames or by water, almost every bit 
of art work in the department. Ever 


For one thing, it will 


mounted on 


fixative on a piece of art work. 


since then I’ve been reluctant to leave 
expensive art work lying around for 
even a few minutes. Some of our four 
color stuff runs as high as $2,000 a unit. 
Worst of all, it’s needed immediately 
for use with no chance to replace in 
time to meet 


deadlines if its acci- 


dentally damaged. I keep a fire pro- 
tective unit in my own office and keep 
valuable items in it at all times they 
are not in actual use.” 





The dictating machine 
that revolutionized 
the industry! 


—in office after office proved 








EASIER TO USE, LOWER IN COST 


Heard what’s happening today in dic- 
tating machines? 

In city after city, test after test, busi- 
ness after business, Gray Audograph is 
proving that it does more, costs less, is 
easier to use. 

In five short years since Audograph’s 
introduction it has rocketed to a leading 
position in the industry — and it’s still 
climbing. 


Audograph does more. Takes up to a 
solid hour’s dictation on one paper-thin 
plastic disc which can be filed or mailed 
—and can be resurfaced up to 50 times. 
Rugged, vibration-proof Audograph op- 
erates serenely under almost any con- 
dition: in car, train, plane or ship—even 
upside down! Versatile Audograph re- 


Get the story on Audograph today — 


AUDOGRAPH «ales and service in 180 
U.S. cities. See your Classified Tele- 
phone Directory under ‘‘Dictating Ma- 
chines.” Canada: Northern Electric 
Co., Ltd. Abroad: Westrex Corp. 
(Western Electric Co. export affiliate) 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 


Please send your new Booklet J-7 with 
the complete facts on Audograph. 


cords telephone calls, meetings, speeches. 


Audograph is easier to use. Designed 
by electronic specialists, Audograph 
eliminated belts, bulk, turntables, re- 
volving cylinders and moving arms. 
Electronic dictation the Audograph way 
is as simple as telephoning. 

Audograph costs less. Lower in first 
cost, lower in maintenance cost than any 
other leading dictating machine — 
Audograph will welcome the oppor- 
tunity to show you important savings in 
money as well as time, in your office, on 
your work. 


You'll want the full story on this 
standout dictation instrument. Clip and 
mail the coupon today for the eye- 
opening facts. No obligation of course. 






in 35 countries. Audograph is made by DEA Wile i cssvcusesoeiapintocticenttesealicaphesocisuensags vetiianeaaanaaaiaanal 
The Gray Manufacturing Company — 
established 1891 — originators of the | TE NS ae FOU... ictesiatnsttioniiods 
Telephone Pay Station. 
TRADE MARK “AUDOGRAPH” es 
REG. U.S. PAT. OFF. | IT aicancoinssnschcsisenseevecsortsseanenretaten CEU cssiemacesbtastecrieiaioraaias 


(Circle 391 for more information) 








(ADVERTISEMENT) 


THOUGHT STARTERS 
for Better Control of 
SALES RECORDS 


John A. Roebling’s Sons, Tren- 
ton, New Jersey, uses a rather 
unique sales record, employing 
21% inch wide by 12 inch high 
folded VJISIrecord forms. The 
form folded in half for sim- 
plicity in filing and encompass- 
ing a complete sales picture, as 
well as pertinent data necessary 
for the effective selling of the in- 
dividual customer, includes: 


1.A 12 year annual sales and 
history record per cus- 
tomer for each John A. 
Roebling’s Sons product. 


2. An annual “dollar” volume 
analysis. 


3. A reciprocal purchase his- 
tory. 


4.A nine year salesman’s 
daily call record. 


5.A nine year  salesman’s 
yearly call record. 


6. A “War Years” sales record 
by product. 


7. A complete history of the 
products the customer uses. 


8. Estimated annual require- 
ments of the customer. 


9. Chief competitors. 


10.How the customer pur- 
chases, whether by distrib-| 
utor or otherwise, 


11.Customers key men influ- 
encing purchasing, 
There is practicaliy no restriction on unusual | 
sizes and design of forms, when housed in 
ViSirecord equipment. 
This installation in use for over 
four years has proven itself ex-| 
tremely satisfactory. It is used 
in a central file record for the 
main office at Trenton, New 
Jersey, as well as in each of | 
their thirteen branches. | 





For additional information| 
and sample forms on this or any | 


other sales record, write to: 
| 


ViSirecord, Inc. 
Dept. K, Copiague 
Long Island, N. Y. 


Circle 397 for more information 
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fo uncover 
the 


facts 
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If you post a record for sales control 
purposes; by customer, by product, or~ 
by territory; it must tell you a complete 
factual story in a minimum of time, when 
you need it. A posted record to be of max- 
imum use must forcibly bring the facts 
it contains to your attention. 


If. you file in a blind file; whether a reg- 
ular vertical drawer file, wheel or trans- 
verse file; your record can only tell you 
the facts you need and want, when you 
take the time-consuming effort to look at 
each card individually — or wait for ex- 
pensive sales summaries to be prepared. 


If you file in an ordinary visible system, 
either flat tray or visible binder, it will 
only tell you the facts that you can signal. 
To get the complete information each 
record must still be examined. Mainte- 
nance is complicated and costly, as every 
posted fact must first be converted into 
a percentage before it can be portrayed. 
Dollar volume is difficult to show visibly. 


Using yesterday's record-keeping systems 
instead of ViSirecord means: 
1) 50% more costly maintenance and clerical expense, 
2) 50% more time-consuming posting procedures, 
3) expensive, profit-losing methods. of preparing and 
controlling sales statistics and sales personnel. 









When SALES RECORDS instantly 
show the vital facts you need 
by visible filing with 





With 


MASTER SALESMAN INDIVIDUAL 
CARD RECORD ITEM CARDS 





Employing a multiple card system, 
Reynolds Wire Division of National- 
Standard Company in Dixon, Illinois 
maintain complete sales controls over 
their salesmen and customers. Indexed by 
state, by city and then alphabetically by 
customer, this set of cards provides com- 
plete sales history and control. The 
master card, the first card in the set, is a 
four-year total of sales. The second card 
is the salesman’s record of sales for 
follow-up. Following these two cards are 
individual cards for each product sold the 
customer. A complete visual sales history 
for fast analysis and management control 
is created, that can only be accomplished 
by VISIrecord’s unique vertical visible 
filing method. 


Partial List 2° 5<*lit= Brewins Co.—Milwavkee, Wisc. 


Pennsylvania Industrial Chemical Corp. — 
of ViSirecord Friedman—Shelby Division : 
Sales Record ,yiicnten Gebiein Ky. 


° Eastman Kodak Co.—Rochester, N. Y. 
Users: Americon Sterilizer Co.~Erie, Po. 




















The visible margin on the V/S/record card used at Ox 
Fibre Brush Co., Inc., in Frederick, Maryland, shows the 
customer’s name and address, the salesman, the previous 
six months’ sales, the type of account, the volume class, the 
current sales volume per month and a “signal area” to show 
date of next call. V/S/record’s fast visual scanning proce- 
dures enable Management to control thousands of records 
in minutes, instead of hours usually necessary for compara- 
tive control with any other method. 


Pepperall Manufacturing Co.—New York, N. Y. 
Prentice-Hall, Inc.—New York, N. Y. 

The Di-Noc Company—Cleveland, Ohio 

Lunt Silversmiths—Greenfield, Mass. Mueller Brass Co.—Port Huron, Mich. 
Cotton States Dry Goods Co.—Nashville, Tenn. Spool Cotton Co.—New York, N. Y. 
Mytinger & Cosselberry, Inc.—Long Beach, Calif. Dun & Brad: Philadelphia, Po. 
E. R. Squibb & Sons,—New York, N. Y. Stearns Mfg. Co., Inc.—Adrian, Mich. 
Montague Rod & Reel Co.—Montagve City, Mass. Parker Rust Proof Co.—Detroit, Mich. 


The Dow Chemical Company, 





Hunt Foods, Inc. of Utah—Salt Lake City, Uteh 





meet the requirements of any business. 





A simplified sales record of their customers’ purchases and 
specifications is maintained at the American Pad and Paper 
Co., Holyoke, Mass. The basic record is a machine-posted 
V1SIrecord card which carries a complete sales history of 


the account. A copy of the invoice carrying the order speci- 
fications is filed in front of the sales history card for each 
item purchased. This is a complete sales history for refer- 
ence and reorder purchases on special manufactured items. 
This easy, simple V/S/record system replaced cumbersome, 
hard-to-use, space-consuming loose-leaf binders. 


Whether it is a simple single card system, a 
multiple card system, or whether expensive 
statistical machines are used, VISIrecord 
gives you the facts you need for visual, 
instantaneous sales management. 

These facts can be seen without complicated 
signalling or card-handling procedures. 


write 


Great Western Division—Pittsburg, Calif. 


COPIAGUE, LONG ISLAND, NEW YORK 


(ADVERTISEMENT) 


THOUGHT STARTERS 
for Better Control of 
SALES RECORDS 


Ditch, Bowers & Taylor, Inc., 
Distributors of automotive parts 
and supplies, Baltimore, Mary- 
land, employs a three card 
VISIrecord Sales Record, This 
record has proven a most effec- 
tive method for both manage- 
ment and salesman for sales con- 
trol and analysis. 


This simple system is comprised 
of:—one card for recording all 
daily sales by the product the 
company sells; the second card 





for showing monthly, quarterly 
and annual sales totals by prod- 
|uct for each. customer—used for 
|quick, efficient sales analysis in 
“dollar” volume; the third card 
ls ’ ° 

|is the salesman’s record carried 
|by him. It gives a complete pic- 
| ture of the customer’s purchases 
iby product for the year entered 
‘by months. A five year purchase 
|history by product is shown on 


| the reverse side. 


With this system a complete 
‘sales breakdown of all their 
products is maintained, giving 
|management an intelligent anal- 
ysis as well as guide for future 
|purchases. The salesman’s card 
| eorraee a complete picture of 
ithe various products purchased 
‘by his customers, and aids him 
‘in soliciting additional business 
‘through this breakdown. 


‘To quote Ditch, Bowers & 
| Taylor, Inc. 


“In 1948 we installed VISIrecord 
‘sales control and during the 
‘course of its operation we have 
found it to be the most helpful 
‘record that has been kept over 
the years for our sales depart- 
iment. We highly recommend it 
|to any concern which is inter- 
_ested in keeping a sales break- 
‘down of this kind.” 

| 
| For additional information 
‘and sample forms on any sales 
‘record write to: 


ViSIrecord, Inc. 
Dept. K, Copiague 
Long Island, N.Y. 


Circle 397 for more information 





Beat the clock! 


on every record job ! 
e 7 
_witt Cardineer 
Patil adh 


A the world’s 
most efficient 






Cardineer has three sides 
for guiding and flashing— 
signals constantly remind 
“action required.” And, 
removable record segments allow 
work loads to be divided. 





ELIMINATE ALL WASTE MOTION 


Cardineer’s exclusive 
“facts at the fingertips” 
design cuts out costly 
opening, shutting drawers, 
walking and searching blind files. 





EASIEST FILE TO OPERATE 


A touch of the button 
brings 5500 records to the 
operator’s eyes for the 
fastest possible reference. 
Constant “V” lets you see the entire 
face of the record. 





EFFICIENCY FOR EVERY TYPE RECORD 





” Yes, stock control, sales 
records, credit, employee, 
property records and 
many others can be han- 
died faster on Cardineer. See it in 
action for yourself today — the 
coupon below will bring the facts. 


serving business for over 94 years 


Diebold 


record handling systems 
2055 Mulberry Rd., S.E., Canton 2, Ohio 


( ) Send complete information on Cardineer. 
( ) Have your systems specialist call. 


Name 


Company -. saieisan ievtnaceaseesonmsnaicaastvaicrtes es nee 


ALS See eae ; eee 


Se State 


Microfilm °* rotary, vertical and visible filing 
equipment °* safes, chests and vault doors 
bank vault equipment * burglar alarms 
Factory branches and dealers ia all principal cities 
(Circle 368 for more information) 
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method 


month 


CEE \erican Car and 
Foundry Company has a twofold pur- 
chasing problem. 

The acquisition of operating and 
maintenance supplies is fairly simple 
since these needs are constant. Produc- 
tion materials, on the other hand, are 
more difhcult to purchase because of 
the many variables. Contracts differ. 
Deliveries are more subject to change. 
To be handled efficiently and econom- 
ically, this type of purchasing requires 
extreme flexibility in the paperwork 
routines. 

The company manufactures a wide 
range of products in eight decen- 
tralized plants and two. subsidiaries. 
Purchasing, however, is centralized in 
New York City where requisitions are 
received from many locations covering 
thousands of component parts, diversi- 
fied raw materials, and general sup- 
plies. 

In reviewing their old purchase or- 
der form, ACF discovered that as many 
as forty different copies were some- 
times needed in the purchase of certain 
production materials. Fifteen of these 
proved to be “constant.” Of these, six 
were found to be needed immediately 
when an order was initiated. 

While it was obviously impossible to 
secure forty copies in one typing, it was 
known that six good copies, and a 
“master” from which additional copies 
could be reproduced, was feasible. Ob- 
viously, to retype the extra copies 
would be costly and lead to inevitable 
transcription errors. 


The Method of Reproduction 


It was decided to incorporate a paper 


How to streamline 


HERE'S A METHODS MAN'S "DREAM" IN COMPLEX FORM DESIGN 


plate “master” fon black-and-white re- 
production of additional copies. It 
was further decided that the master 
would be printed in “imaging” ink so 
that all printing and typing could then 
be reproduced on blank stock. ‘To fa- 
cilitate routing of additional copies 
when they were reproduced, a_hori- 
zontal check-off box was arranged 
across the bottom of the master as 
shown in the illustration below. 


Designing the Form 

Because different shipping points and 
plants were involved, it was impossible 
to standardize on a single form. Con- 
sequently, continuous forms were not 
feasible and the familiar carbon-inter- 
leaved snapset product was adopted be- 
cause of its flexibility. 

The snapset contains the following 


sheets: 

1. Vendor's copy 

2. Acknowledgment copy 

3. The master to be used for duplicat- 


ing other copies. 


OCs: 


This is the paper ‘'master™ P 
from which subsequent copies 
are reproduced. Note the rout- 
ing chart at the bottom of 
ihe form. 


Sent 


cs: 





IMPORTANT 
s UPLICATE (IMMEDIATELY 


e9eoooeoeoc o0aoceooseoe9e @e8¢@ee ¢ 


f. The order book copy 

5. The supply agent's copy 

6. The calculating unit copy 

A duplicate of the vendor's copy 


NI 


It is interesting to note that the pa- 
per plate, in this instance, is prepared 
in the third position, employing care- 
fully selected “one-time” carbon of 
popular formula for imaging purposes. 

The carbon is shielded until the time 
of typing by a removable slip sheet. 
This sheet, which is longer than the 
others, is labeled in large letters “Re- 
move Before Typing.” 

In the final design, several helpful 
changes were made which improved 
over-all efficiency and economy. “Con- 
ditions” were printed on the back of 
the form to make one more inch of 
body space available for typing. In 
addition, an inch and a quarter per- 
forated voucher was eliminated from 
the bottom of the old form by arrang- 
ing for this information to be typed on 
a short “‘shield” overlying the heading 











PURCHASE ORDER 








No. TO PURCHASE ORDER 














AMERICAN CAR AND FOUNDRY COMPANY 











methods 





ate C& met 





purchasing 


of the form. Sufficient space was pro- 
vided for the maximum of three typing 
lines above the company name on 
those copies where this information 
was required. ‘This internal informa- 
tion was eliminated from the Vendor’s 
Acknowledgment (part 2) by means of 
partial or “strip-carbonizing” in this 
area. After typing, the shield is auto- 
matically withdrawn with the stub and 
carbons. 

By clever design, all related informa- 
tion is grouped for quick typing and 
later reference. Maximum use of tabu- 
lating stops was employed. It is also im- 
portant to note that the increase in 
available typing space materially re- 
duces the number of supplements and 
file copies involved. 


The Master is Destroyed 

Surprisingly enough, ACF uses the 
“master” only to produce extra copies 
needed at the time of original typing. 
Although the paper plate “master” 
could be filed for re-use when addition- 
al copies are required at some later 
date, after the number of file cabinets 
and space was considered, it was de- 
cided not to retain them. Instead the 
calculating unit copy is printed on ten 
pound bond and (by means of a 
double-face carbon beneath it) carbon 
impressions are secured on face and 
back so that in those infrequent cases 
where copies are called for at a later 
date, this copy can be withdrawn from 
the files and copies prepared on white 
print equipment. Incidentally, it is in- 
teresting to note that although special 
transparency paper was considered and 
tested for this purpose, it was found 
unnecessary, with slightly slower repro- 
duction speed. 


Results of the New Design 

The adoption of these forms has en- 
abled the purchasing department to 
handle its work on a more current 


july 1952 


paperwork 





HOW TO SIMPLIFY 
A PURCHASE ORDER SYSTEM 


American Car and Foundry, as a 
first step, called in a forms design 
expert to work with its own per- 
sonnel. They started with a re- 
view of all purchasing depart- 
ment problems. The prime ob- 
jectives of this review were to pro- 
vide in the Purchase Order and 
related forms: 
1. Maximum speed of prepara- 
tion at lowest clerical cost. 
2. Maximum space utilization. 
Most effective association of re- 
lated references to facilitate ac- 
curate handling by ACF and 
vendor personnel. 


659 
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4. Simplified folding and mailing 
with the use of a window en- 
velope. 

5. Elimination of transcription 
costs and errors when the total 
number of copies exceeded 
practical manifolding on elec- 
tric typewriters. 





basis with greater accuracy. Previ- 
ously there had been a time lag of as 
much as four to seven days in the is- 
suing of orders and the setting up of 
all the necessary records. The new 
forms make it possible to mail the or- 
der (with Vendor’s Acknowledgment) 
and set up all the fundamental records 
and controls on the same day as a pur- 
chasing decision had been made. The 
remaining copies are processed the fol- 
lowing day. ‘The installation is a good 
example of pooling the best “inside”’ 
and “outside” ideas of methods and 
mechanics to secure the most accept- 
able results in the best time and at the 
lowest cost. 








FASTER SORTING... 
in perfect order 
with less handling! 


Le Febure 
VERTICAL SORTERS 


SAVE TIME. .REDUCE COST 


wt SS 


Alphabetical, 
numerical, 

geographical 
or any other 
special indexing 


LeFebure vertical sorters are tailored to fit EACH job. Saves space, saves time, easy to learn, 
easy to operate and economically priced. Let a LeFebure trained representative study your 
sorting job and offer a sound, workable solution to your sorting problem. No obligation of course, 


just outline your problem when writing us. 


FOR FURTHER INFORMATION—WRITE FOR FOLDER 808 


L 


ig 3 


Bs cal x 
? a \ ea 
hab € 


e@ CORPORATION 


CEDAR RAPIDS, IOWA 


Most complete sorting line available. Easy rolling stands also available. 


tt 





(Circle 377 for more information) 

















AUTOMATIC 
STAPLING 





—Sfoplex 
THE AUTOMATIC 
ELECTRIC STAPLER 


Today's Fastest . 


- Easiest and Best 
way to staple. Cuts Time & Costs 
Sharply! 


Just insert paper—both hands free 
for work—no foot pedals, etc.— 
Staples as fast as you can feed 
work, 

SAVINGS UP TO 70%—PAYS FOR 
ITSELF IN NO TIME. Write and 


be convinced— 


The Staplex Company 


70-78 Jay Street Brooklyn 1, N. Y. 




















(Circle 395 for more information) 
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S meade Leather-Like 


° e 

Vertical File Pocket 
1. Made for bulky filing. 
2. Expansion from 1% to 3'A. 
3. Letter and legal size. 
4. Reinforced with cloth at points of greatest weer. 
5. Printed tab with name and number. 

SMEAD'S Leathber-Like is resistant to oils, greases, 


inks, water, perspiration, etc. This file gives you 
9 times the wear resistance of ordinary wallet stock. 


Send us a free sample of Leather-Like File Pocket. 


NAME. 





ADORESS 





city STATE 





THE ‘ ned MANUFACTURING CO.INC - HASTINGS MINWESOTA 





(Circle 375 for more information) 
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It’s easier... 
with a TICKOMETER! 


Counting anything is easier with a Tickometer . . . cards, tickets, 
sales slips, coupons, forms, currency, checks! 


And faster—eight to ten times faster than experienced manual 
counters! The Tickometer handles from 500 to 1,000 items per 


minute. . 


- automatically and accurately records part or full counts 


on easy-to-read registers . . . optionally imprints, endorses, or 
cancels as well as counts. Saves clerical time in hundreds of offices, 
banks and other business establishments, small as well as large. 
Anybody can use the Tickometer. Rented, never sold, it requires 
no investment .. . Serviced from all PB’s 93 offices. Ask for 
demonstration . .. or send coupon for free illustrated brochure. i | 


ee 





Offices in 93 cities in 
U.S and Canada. 


NS 
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d 
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PITNEY-BOWES 


TICKOMETER | 


Counting & Imprinting Machine om 





iS 


< 
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PITNEY-BOWES, Inc. 4591 Pacific St., Stamford, Conn. 
Please send illustrated Tickometer booklet to: 
Name 
Firm 
Address a ae eae ¢ 
(Circle 390 for more information) 
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Inventory Control 


HOW OHRBACH'S 


Editor's Note: The system described be- 
low is representative of one of the newest 
advances in prompt, low-cost inventory 
control rover Seating. While it is based 
on the experience of a large retailer, it 
is equally applicable to manufacturers, 
wholesalers, or institutions where close 
control of inventory is essential to profit- 
able operations. 





NNN Phe two essentials of 
good inventory control are speed and 
accuracy. No business can operate 
profitably if it is constantly running 
out of merchandise or parts. It’s in 
equally bad shape if it must bear the 
burden of a heavily overstocked condi- 
tion. 

It’s something of a misnomer to de- 
scribe this particular system as Inven 
tory Control. Basically, it is Sales 
Control. 

Ohrbach’s is a group of cash and 
carry departmentalized specialty stores. 
We sell millions of items a year. As 
merchandise flows into the customers’ 
hands, it’s imperative that we know 
immediately what items are moving 
and how fast they are going out. 


Our hosiery department is an excel- 





By S. L. KLEPPER 
Expense Controller 


Ohrbach’'s, Inc. 


INCREASED MANAGEMENT'S CONTROL 


lent example. We sell several million 
pairs of nylon stockings alone. Certain 
shades and sizes move faster than others 
and not always at a predictable rate. 
Like many items of fashion, a time lag 
in getting sales figures to our buyet 


can cost us thousands of dollars. 


Machines are Faster Than People 

Before adopting our new system we 
manually punched a card for every 
hosiery transaction. These cards could 
be punched at the rate of about 400 
per hour. 

Under the new plan, we prepunch 
our tabulating cards. One master card 
is created and then reproduced me- 
chanically at the rate of 3600 cards an 
hour. The human error factor is al- 
most completely eliminated. 

We then use these prepunched cards 
as the source material for sales reports. 
At the time the hose are labeled, we 
place in each box of hose one pre- 
punched card for each pair of stock- 
ings. Since hosiery is always sold from 
a box, the likelihood of the card be- 
coming separated from the hose is re- 
mote. When a sale is made the cus- 
tomer is given the hose and the card 
to take to the cashier when she makes 


payment. Instead of tearing off a stub 


Pre-punched tabulating card used in lieu of the two-part pin ticket system, to report hosiery sales. 
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SELLING PRICE <=> > 
WITHOUT TAX 


L 
Please ee TAKE THIS CARD WITH MERCHANDISE TO THE CASHIER 


“oe BUSINESS IN MILLIONS « « A PROFIT IN PENNIES 


a 


Ohrbachs Ine. 











methods 








of fast moving items 


YET REDUCED THE COST OF RECORD KEEPING 


of a two-part ticket, as was the pro- 


cedure with our former system the 
cashier merely takes the punched card. 
A one part label is left on the hose as 
an identification should the customer 
find it necessary to return it. 

The cards are sent to our Account- 


ing Department daily (see cut). 


Extending the System 

This system has proved so rewarding 
in the case of hose, that it is now being 
extended to men’s shirts. But since 
shirts are sold “loose” the card is placed 
in the bosom of the shirt where it will 
stay until sold. 

Nor have we stopped there. 

Ohrbach’s is now trying to solve the 
problem of keeping the prepunched 
card from straying from the item Dy 
actually attaching it in such a way that 
it can easily be removed by a busy cash- 
ier without affecting the ability of the 
card to be run through sorting and 
tabulating machines. 

We have 


cards to be used in this way (see cut) 


scored the corners of our 


The scored corner is then pin-ticketed 
to the item, such as a blouse, so that it 
cannot be removed except by conscious 
When the takes the 


item to the cashier, 


effort. customer 


the cashier will tear 


off the card at the score. 
In fixing the card to the merchandise, 
pin goes through a one part ticket, 
and the mer- 
is still 


the corner of the card, 
chandise. ‘The one part ticket 


necessary since the corner to be re- 
moved is not large enough to show all 
the required information. We have 
found that by making the corner larger 
we affect the card’s ability to be han- 


dled by our machines. 


Adaptable to Any Business 

This system is, of course, applicable 
wherever the movement of merchan- 
dise from one place to another must be 
it is 
from 


controlled and recorded—whether 
from manufacturer to wholesaler, 
warehouse to branch, from bin to pro- 
duction line. It is easiest to apply 
where there is only a small amount of 
handling of the 


there is little likelihood of 


merchandise—when 
card and 
item becoming separated—and where 
have a vali- 


there is less necessity 


dated stub accompany the item. These 
problems are heightened 

While we as yet 
no figures on our actual savings in pay- 


in retail op- 
eration. can release 
roll and increases in speed, present in- 
dications are so good that we intend to 
extend the program wherever possible. 


Right corner of card is used to pin-ticket a pre-punched card to garments. The card is removed 


when item is sold. 
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No Walking 





No Stooping 





No Squatting 





with ROL-DEX* by Watson! 


established 1887 





ROL-DEX installation in the office of Ohio Fuel Gas Company, Toledo, Ohio 


Production Per Worker 
Increases 25 to 60°. 


Cut clerical help, payroll time and expensive clerical turnover with ROL-DEX by 
Watson, the modern, economical method of housing records. Records roll to 
the seated operator quickly and easily. Needs no motor; roares no main- 
tenance! Mail below and learn how 


ROL-DEX can help your business. 


coupon 





WATSON MANUFACTURING CO., 
Rol-Dex Division, Dept. M-1 


Use your present records. Jamestown, New York 


No new forms to buy. Please send me information about ROL-DEX rolling units. 


Custom built to your COON Sic anh oudhn in bacces ce50b papas enesaeeneecieen te 
special needs. 
DOIN 5 aus a cnegin asa peas si aan ce Halen Be: edad ebiioxee aes 
Pays for itself in 
savings to you. BPN ve ss SUM Ca pas ass pee A Se 
City - Kunvicnes coadanicen PR ', caniaun hand i 


Pat and Pats. Pending (RE RRRRRREREERERERERER ERE REE REE ER ESR ERE RE REE ERE EEE EEE SE 


(Circle 383 for more information) 
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Engineered ways TO BETTER BUSINESS 


TEGHNIPL ANwoputan 






SHORT TURN 
to office 
efficiency 


“BODY ENGLISH" by the office workers runs into a / i & 
pretty (awful) figure in a year’s time. That’s 
the cost of turning the bodies to get out work. 
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fst a ; Diagram of illustrated arrange- 
TECHNIPLAN, the original modular office, provides ment, and the efficient Ye-turn 
the same work surfaces, superior job-fitted work work station. 

facilities, all usable and available to the worker 
within a short, %-turn of the body. Your payroll 
buys work rather than torso exercises. 

MORE WORKERS IN THE SAME SPACE is another great 
advantage of TECHNIPLAN to changing or 
expanding businesses. Space-saving is accom- 
panied by complete flexibility; your office is 
always adjustable to your available space. 
INTERLOCKING and interchangeable TECHNI- 
PLAN units can be combined in innumerable 
arrangements, to fit the individual needs of 
workers or departments. The units are readily 
taken apart and rearranged—no special skills or 
tools needed. Yet they stand solidly, firmly— 
with height and leveling adjustments. 





Partitions add working privacy 
at % or full height — same 
grouping. 


CHECK this LIST for 
wanted information — 
promptly furnished: 


[] TECHNIPLAN Facts 

["] Modern Filing Methods 
[| Visible Record Facts 

[] Special BIG Papers System 


Check ine, attach 
to your letterhead — 
and MAIL—TODAY! 


PRIVACY, partial or complete, wherever desired 
—solid, part glass or sound-barrier partitions. 
SMART APPEARANCE, modern and tasteful, adds 
impressive distinction to TECHNIPLAN offices 
—a morale builder for the staff, a prestige item 
for visitors. In wood, Walnut finish. 
ASK FOR TECHNIPLAN FACTS—use this convenient 
Check List Request. 
MORE THAN 4000 aids to better business originate 
with Globe-Wernicke—sold and serviced by 
G/W dealers, located in your classified ‘phone 
directory listed under ‘ ‘Office Equipment. 

















[fof oho 


Engineering Specialists in 
Office Equipment, Systems 


and Visible Records Cincinnati 12, Ohio 
(Circle 387 for more information) 
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Dont throw 
your envelopes away 


REMITTANCE ENVELOPE IS CASH RECEIPTS RECORD 


me ue to increasing vol- 
ume of business, a manufacturing 
company with several hundred remit- 
tances daily wanted to simplify their 
cash receipts procedure. 

What particularly bothered them 
was the time-consuming copying of 
the customer’s name and address on 
cash receipts records. 

The key to their methods problem 
was found by tracking down the cash 
receipt to its source—the remittance 
envelope. Since practically every en- 
velope has the sender’s name and ad- 
dress already printed on it—either 
as the corner card or on the flap— 
why not use it as the cash receipts rec- 
ord? Only a rubber date stamp, with 
spaces for entering the cash distribu- 
tion and check number, was needed. 

Now the opened envelopes with re- 
mittances still inside are rubber 
stamped; then the checks are removed 
and posted onto the rubber-stamped 
form. Both the envelopes and checks 
are independently totaled for proof. 


The envelopes are then sorted by 
states to match the ledger file se- 
quence. 

The envelopes with the proof tape 
are then forwarded to the accounts 
receivable ledger clerks for posting. 
Meantime the bank deposit is pre- 
pared, using the second proof tape as 
a check listing. When posting the 
A/R cards, discounts, miscellaneous 
charges, and gross amount—if differ- 
ent from the net amount—are entered 
on the envelopes. Proof is made by 
thumb-adding the envelopes to obtain 
distribution and net amount totals 
for each state—then adding the ledger 
cards to prove with the gross amount 
totals. The envelopes are filed in 
daily batches. 

Only one minor hitch developed— 
the business reply envelopes originally 
sent with their bills, and used on a 
small percentage of remittances, 
needed a place for the sender’s return 
address. By printing this on the back 
flap, the bug was eliminated. 





Remittance envelope with rubber-stamped form, identifies customer, provides proof of receipt of 


cash, and is easily sorted for posting. 





L.U. Wilson 

Wilson Construction Co, 
312 Second Avenue 

New York 3, New York 
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: Business losses through fraud — 7 
When something 


has been done a | show increase, says F. B. I. 


particular way for 15 


























or 20 years, it 1S a According to Ewald Mayer, author- 
— yf foe 9, | ity on the subject of check protection: 
Oapen oF a —— 
: : : sie y “A maxim of the common law, in a 
retty good sign, in —Wirelyte Fran Se ae ' 
dias 4 s 8 F Ot check raising situation, makes the busi- “ ion 
° ° ness man responsible in case of negli- a 
these changing times, a ep: «Eyal 2 gat and anumeral gence. Many forget this. Double your filing space 
. ; SO ee es ee “It simply means that if, by any act 7} F d li 
that it 1S being done es According to F.B.I. re- of negligence on the part of the check winoul remode ing 
ports, nearly two million arrests are drawer (such as carelessly writing the with 


the wrong way. made in this country every year for check so as to render it easily open to Safe-T-Stak 


robbery, burglary, larceny, theft, forg- material alteration) the drawer has fur- 
ery, check raising, and counterfeiting. nished the opportunity for the fraud 





;---—steel storage files---—; 








































Of these, approximately one third which has deceived the bank, he must 
‘al wi rimes against business firms. suffer for his carelessness by bearing th ’ 
lc al with crimes against business firms er for ; ween ess by bearing the | UP 10 20% moni puned Snikes 
The most impressive increase in such loss himself. Numerous court de- | ’ | 
' . ; wee i : | sie Thousands of users gained 
mF crimes are those having to do with cisions have upheld this. For that i 50% more storage space | 
he whale office * fraud involving payment of money and — reason, if a check is raised from, say, with Safe-T-Stak. Stand- | 
pad geting speci e€ involving checks. And $4.80 to $480.00 or 48,000.00, tl oe a ees 
is tresh-as-a-daisy, especially those involving ¢ vec ks. Anc . to $ or oo ,000. igh 1e ; every record. | 
. seems a 2 ‘ sinessme drawer is confronted with a totz 3S. 
since we installed yet, it seems a good m ny businessmen : $ co nted with a tota Oss sscinien iemein ianieal 
are more apprehensive concerning pos- Checkwriters today are designed to Fews a ee 
° " ° ° ° ° ° ~~ sate-i-Sta cuts oul rec- 
PENDAFLEX’ sible loss of money through burglary make it practically impossible to raise | orddeteriorationfromver- | 
the n le and holdup than they are of being vic- a check.” ! _ wpm by vy | 
; . ; eta i ‘ risk of record loss, im- 
~ hanging folder tims of check raising. One stroke provides: proves office appearance. 
In the face of this unawareness, the 1. Payee Name and Amount Protection | 
, ede s | STACKS AS HIGH AND WIDE AS YOU WANT! 
F.B.1. reports that each year approxi- in ONE error-proof operation. ; : | 
ately 15.000 teats as ; ated 2, Laewe. teeta Genes | “ Patented interlocking fea- | 
mately 15,000 frauds are perpetratec =. Large, legible figures. | ture makes Safe-T-Stak 
in the form of forgery involving coun- 3. Maceration of both amount line and | self-supporting, enables | 
fe citite aah aie Pe: , TI } ages ; = | you to use every inch of 
orvesn aameemn: ter € iting and check-raising. he mag; payee’s name.” storage space. : 
Pendaflex filing reduces nitude of this type of crime is high- 4. Acid-proof imprinting. l 
labor costs and assures a : 7 ; EY ie . YOU PROVE SAFE-T-STAK ADVANTAGES | 
happier state of mind lighted by the fact that the F.B.I. re- 5. Performance backed by two-year in- | 
—— ts only 29,000 cases of robbery lemnity bond for $10,000.00 cover | Let a Diebold file analyst 
enuenumentee ports only 29, cases of robbery. demnity bond for $10,000.00 cover- survey your present stor- | 
Filing takes no time with A steady increase in the number ol ing check alterations or forgeries. age area—show you how | 
Pendaflex. It's so easy we . ; a SS . to gain space! Mail the | 
don’t let filing pile up checks raised has prompted interested 6. Name plate or registered number | coupon below today. No | 
for weeks. Vo : , ; ae : ‘ : shone’ 5 
canna: organizations — including banking plate—additional protection against obligation, of course. | 
or s—to issue warnings forgery. | 
Wo hunting and diegie ™ groups—to issue warnings to the small _ korgery: l aintin beast was aaa 
They're right at hand! business field and to suggest ways by  /. Special Security lock to prevent mis- | 3 
Tabs are always in full A ; : . f | 
view; records get put which these losses may be reduced. use by unauthorized persons. | 
away right. And everyone is : “phen . ve 
can find them! In the case of raised checks it has For more information, Circle num- | 
Se been pointed out that, though 90) per ber 363 on the Reader Reply Card. | record handling systems 
cent of all large companies now pro- | 2055 Mulberry Rd., S.£., Canton 2, Ohio | 
Send coupon , : = By Lyne S. Metcalfe | | 
for catalog tect their checks with a modern pro- ( ) Send complete information on Sate-T-Stak. 
and name of . . ( ) |t went a demonstration of Safe-T-Stak, at | 
nearby dealer tection system, the number of smaller | no obligation. | 
to install trial : p ; ; | 
drawer. Money firms using such protection is less than ma en Se | 
ane” 15 per cent. Yet, for forty years, vari | | 
Po ...... s = ile j : eee | Company . | 
‘ 5A H ous check protection systems have been | 
3 Oxford Filing Supply Co., Inc." + ‘ : : A OAS -ccccccccsnnicacd Us eas 
© 81 Clinton Road ' available to business, have been used | 
pa ; a : . 3 EP. veces State 
* Garden City, N.Y. : widely, and have resulted in a high de- ’ i 
- M4 " . 4 ; — iar eee 
; Name nea gree of protection, so high that it ts -—--—--------- 
a : ‘ble today t ia PAC sire F ee Microfilm * rotary, vertical and visible filing 
' Address_ —_—_——— ! possible today to get a free insurance equipment ° safes, chests ond vault doors 
: City_ Zone___ State ' policy against such loss with each new bank vault equipment * burglar alarms 
| 





Factory branches and dealers in all principal cities 
(Circle 369 for more information) 
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protector! 
(Circle 380 for more information) 
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Production figures 
on writing typewritten forms 











An interesting study is reported by 


Burlington Mills Corporation in their 


Central Billing Department. They 


fe) 


equipped four of their electric type- 
writers with a registration device, and 
an automatic line finder, which makes 
it possible for the machines to handle 
a series of continuous forms. A com- 
parative test was then conducted for 
several months to determine the extent 
to which this method would increase 
unit production. 





/ 


gsee 





Now 
a machine © 
for forms | 


design....! 


@ If you’ve ever paid an engraving bill 
for forms...here’s a SAVINGS that will 
astound you. If you’ve ever struggled to rule 
up a form by hand for mimeo, litho or 
hecto...here’s a SIMPLICITY that will 
amaze you. If you’ve ever had to put up with 
indifferent and amateurish results in forms 
reproduction...here’s a ‘*FINISH’’ you 
can’t tell from a professional wax plate job. 
The Coxhead Forms Design Machine will not 











— : only rule up forms and leader lines but will 








give you typography, too... clean professional 
typography (such as you are now reading) 
with instantly changeable faces in all styles 
and sizes. You ‘‘type-in’’ the reading matter 


while you rule the form. 








MADE BY THE MANUFACTURERS OF a 
RALPH C. COXHEAD CORP. 4 
720 Frelinghuysen Avenue, Newark 5, N. J- e 

Please send me Vari-typer Booklet # A94. > 

NAME___ “ch + Sp Cdl: ye ee 
COMPANY_ : Seknieiie _ a cceeibakidtneoaenaiel . 

° 

OS EE ee Sea STATE = 
eeeoeeeeeeee eee eeeeeeeeeeeeeeeeeneeeeeeeeaeeene 


(Circle 398 for more information) 
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The Assistant Controller of the com- 
pany reports as follows: “In this sec- 
tion of the department, where the 
change has been operating, we have 
realized an increase in production from 
an average of 113 to 163 invoices per 
day per operator—an increase of ap- 
proximately 449%.” 

The line finding device probably 
produced most of the increased ef- 
ficiency. This mechanism, which can 
be afhxed to any standard or electric 
typewriter, permits the typist to ad- 
vance from one form to the next with 
a single motion. As the new form 
comes up, it is automatically placed 
with the first writing line in exact posi- 
tion for typing. 

For detailed information on the 
above equipment, together with case 
history examples of its effectiveness in 
use, Circle number 360 on the Reader 
Reply Card bound into this issue. 
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New imprinter-detacher for 
continuous forms and tab cards 


A new machine has been released for 
demonstration which will imprint, 
strip off the punched margins, detach 
and chip out the joining strips on con- 
tinuous IBM tabulating cards. It will 
also imprint, strip off the punch mar- 
gins and detach regular one-part or 
multiple-part continuous forms. 

Although the functions of this ma- 
chine cannot be performed simultane- 
ously on both forms and tab cards, a 
quick and easy changeover can be 
made for one or the other operation. 
Among the many features of the new 
Imprinter-Detacher are: Ability to slit 
off one or both side punched margins; 
it will detach continuous interfold or 
continuous interleaved marginal punch 
forms up to and including four parts; 
it will detach fanfold marginal punch 
forms up to and including six parts; it 


will detach one-part forms of any 
length from three inches to seventeen 
inches; it will detach miultiple-part 
forms of three and a half inch length or 
multiples thereof; it will strip off both 
side punched margins; it will detach 
the two perforations and the strip be- 
tween each tab card and stack the cards 
in the card receptacle and drop the 
strips in the strip receptacle. A signa- 
ture, or other composition can be im- 
printed from a rubber plate. 

For more information, Circle num- 
ber 354 on the Reader Reply Card. 
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Reproducing teletype 
production orders 

A large drug organization’s executive 
office is in New York, its production 
control ofhce in Ohio and its manu- 








facturing laboratory in Indiana. 

It would seem that tying up these 
three points would involve a problem 
of space and time, with a resultant loss 
of ethciency. 

But no more, for this progressive or- 
ganization has linked up its three key 
points with Teletype, and has installed 
a duplicator at the manufacturing lab- 
oratory. This combination enables the 
company to type up an order in New 
York and simultaneously register it in 
Ohio and receive it in Indiana. 

Almost immediately after the typing 
is finished in New York, the Indiana 
copy can be used to reproduce the 
necessary nine production orders and 
Six invoice copies. ‘The secret lies in 
the fact that the Teletype machine at 
the factory reproduces the New York 
typing directly on a duplicating master. 
Since all checking is done before trans- 
mission, proofreading and correcting of 
copy are eliminated at the Ohio and 
Indiana ends of the circuit, 

For a brochure detailing the above 
system, Circle number 361 on_ the 


Reader Reply Card. 
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Matching jobs and skills 

According to the Civil Service Com- 
mission a central office of an important 
agency had 40 employees doing typing 
jobs. Their skills ranged from 15 to 
80 words a minute. Highly skilled 
typists were frequently assigned to jobs 
requiring little speed, such as typing 
cards and labels or filling in forms. On 
the other hand, slow typists were often 
given work such as volume copying, 
where high speed is desirable. ‘The 
problem was to increase the output of 
the typists by assigning “‘fast’”’ work to 
fast Operators and by training those 
whose skills did not meet the require- 
ments of their work. 

Fight different kinds of work were 
listed, and the minimum words pet 
minute for assignment to each type of 
work was established as follows: 


Job Minimum words 
Cards and folders 24 
Forms and paragraph 


writing 24 
Copy from rough draft 30 
Machine dictation 30 
Volume copy 40 
Statistical tables ’ 
Stencil cutting 10) 


*Must have dexterity on number keys 


When the various tasks had been 
rated, each section chief was requested 
to check the typing skill level of her 
typists through conference with im- 
mediate supervisors, and to recommend 
training for those whose skill was below 
the minimum necessary for assignment. 
It was also requested that typists with 
skills above their job requirements be 
reassigned to more difhcult work, and 
that new typists be rated as they came 
on duty and assigned accordingly. 

Such a program in its initial stages 
is a morale booster, and more work 
should result because each typist is be- 
ing assigned to work consistent with 
her ability for satisfactory performance. 
Other by-products of the plan are ap- 
parent: (1) it assists in the establish- 
ment of realistic training which is 
based upon work requirements; (2) it 
provides a basis for evaluating work 
and setting standards. 
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MONEY-SAVING NEW 


about punched-card accounting 


A new and exclusive Remington Rand invention 


Card-o-Matic—now makes punched-card 





systems more productive, more economical than 
ever before ... in billing, inventory, sales analy- 
sis, accounts payable, payroll and other heavy- 
volume record keeping jobs. 

Card-o-Matic, combined with the Convé- 
Filer, offers an ingenious push-button system 


that brings any desired master punched-card 








Card-o-Matic (above) combined 


with the electric Convé-Filer. 





record to the operator...then enables her to 
create automatically a detail card based on the 
master but with variable data added... all in 
a matter of seconds. One keyboard controls the 
whole operation, integrating a Remington Rand 
key punch with Convé-Filer (an electrically 
powered tub file) housing up to 65,000 master 
tabulating cards. 

Not only does Card-o-Matic cut clerical costs 
through faster finding and refiling of master 
cards—it provides speedy, automatic punching 
of master data into detail cards at the touch of 
a key. Read the full story in free Card-o-Matic 
folder TM-822, available from the Remington 
Rand Business Equipment Center nearest you, 
or Management Controls Reference Library, 


Room 1214, 315 Fourth Ave., New York 10. 


Remington. Brand. 


(Circle 384 for more information) 
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CE recent speech before a group ol 
top management men, a prominent Methods Director 
stated: “Most of my work in recent years has been di- 
rected toward mechanizing the office. In some de- 
partments, we have almost saturated that potential. 
Recently, I've taken a new tack. It’s based on this 
simple statement of fact, ‘People get tired.’ ‘Today 
I’m looking for ways and means to reduce employee 


fatigue.” 


“Coddling” Employees 

It’s unfortunate that so many businessmen who take 
an open-minded approach to office and plant mechani- 
zation bridle at the prospect of installing “fringe” sys- 
tems in their companies. Office and industrial music 
is a typical example. Here are a few quotes from a 
letter written by the president of a large Baltimore 
company after he had installed a background music 
system in his offices. “I care for no fancy frills. It 
was, therefore, somewhat of a shock when your sales- 
man suggested that I put in music. 
pleased now that I alloted him the time to sell me. 
Your music is the finest addition I have made to my 
office. The end of the day comes before we ‘hardly 
realize it. It is in the sense of fair play that I write 
you this letter and tell you the benefit of this splendid 


I am more than 


asset.” 


How Music Reduces Fatigue 

Psychologists have long observed a predictable curve 
of fatigue during the day. Starting early in the morn- 
ing, the average employee begins to drop in energy, 
reaching a low around 10:30 to 10:45 in the morning, 
and another low at about 3:30 in the afternoon. ‘This 
build-up in fatigue results in two conditions: For one 
thing, over-all productivity drops. 
however, in many office operations, the incidence of 
Music 


More important, 


errors rises sharply as energy is dissipated. 
works against these slumps. 

Though you are probably familiar with the back- 
ground music in restaurants and department stores, it 


should not necessarily be confused with a program of 


planned music for the office. Selection of the actual 
pieces of music played may vary radically depending 
upon the audience and the environment. To illustrate, 


bright and peppy tunes start the day off on a good 
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It pays to ‘Coddle’ your employees 


BUSINESSMEN HAVE INTRODUCED MUSIC TO INCREASE 


PRODUCTIVITY AND REDUCE CLERICAL ERRORS 


note and are followed by steady, rhythmic accompani- 
ment to work until mid-morning. 
ergies begin to drop, so that quick rhythms must be 


At this point en- 


programmed to offset the slump. The pattern is 
about the same in the afternoon, with the exception 
that the mid-afternoon stimulus must be more con- 
centrated than the corresponding morning lift because 
of a residual fatigue factor. 

The beneficial effects have been proved in most 
cases where the proper music has been employed. In 
the office, music relieves boredom, reduces the number 
of errors made, reduces daydreaming, takes the em- 
ployee’s mind off himself and his problems, reduces 
nervous tension among fellow workers, and makes the 
office more attractive to work in. 
obtained because the music, while stimulating, is not 
People do not actually “listen’’ to the 
music, just as they do not look at walls which are 


These results are 
distracting. 


painted in colors designed to create a mood. Lyrics are 
taboo, so are staccato songs like boleros and marches 
which invite “keeping time.” 


TIME: 


The top curve shows how 
music is plotted to counter- 
act the natural loss-of- 
energy curve. The area 
shown in color represents 
the resultant gain in 
energy. 


WM Energy curve before Music 


EjEnergy curve after Music 


WB energy%Gain 





Results can be Demonstrated 

The department-head of a downtown Manhattan 
firm was dead-set against music in his department be- 
cause he didn’t want the girls “dancing in the aisles.” 
One of the background music services finally per- 
suaded him to accept a demonstration for just a short 
period of time. ‘The result: the man now leaves the 
music on continuously, despite suggestions from the 
representative that even better results would be gotten 
from intermittent playing. ‘This subscriber has ob- 
served that while the music is playing the girls don’t 
talk. Recently, when one employee left her job to 
get married, it was found unnecessary to replace her. 

A bookkeeping department offers a second example 
of how money can be saved with the installation of 
On the average, between 25% to 
30°, of the bookkeeper’s time is spent looking for 
errors. Thus, in 
a department of ten bookkeepers, if only a reduction 


background music. 
Background music reduces errors. 


of 4°% in errors is achieved, the cost of music is more 


than paid for! 


RESULTS 


methods 
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An Objective Case History 

A few years ago, the Methods Department of a 
large insurance company made a detailed study of the 
efficiency of their clerical workers before and after 
music had been introduced. Efficiency records were 
obtained for the entire year before, making it possible 
to compare effects over an appreciable length of time. 
Individuals selected for the sample were all those who 
were doing the same type of work continuously for the 
entire twelve month period, “Twenty-five employees 
were surveyed. 

Among the twenty-five cases under study, fifteen, or 
60°% 


duction of music. 


, Showed increases in efficiency after the intro- 
Nine employees, or 36°%, showed 
decreases and one or 4% The 


greatest individual average increase in efficiency rating 


showed no change. 


was 18.3°% and the greatest average decrease was only 
Q AC” 
9.6% 
the effect of the decreases. 


The total effect of the increases far outweighed 


The effects of music were more pronounced among 
one particular group of punched-card verifier oper- 
ators. A separate study was conducted and it was 
discovered that among thirty of these skilled em- 
ployees, 86.7% showed increases in efficiency! Stull an- 
other study among twenty-one file clerks showed that 
95.3% 


monotonous of all office duties. 


_ showed increases in efficiency on this most 
Subjective study among office workers have shown 


even better statistical results. Regardless of office 
function, the employees are enthusiastic and apprecia- 
tive of what they believe to be management's interest 
in their well-being. Moreover, when told of the true 
intent of their employer in introducing it, they have 
agreed that music increases their efficiency and produc- 


tivity. 


How to Install the Service 


It is, of course, possible for an individual company 
to maintain a record library of its own and offer pro- 
erams over an existing public address system. It 
should be cautioned, however, that the ordinary pag 
ing system has not been designed for music amplifica- 
tion. Asa rule, the results are unsatisfactory and the 
cost of acquiring a proper record library, storing it, 
and retaining a skilled person to program music makes 
it generally undesirable. 

The expense of subscribing to a background music 
service has been computed to be as low as a dollar a 
day for smaller firms, or 10c per month per employee 
for some of the larger companies. Recently, with the 
expansion of the service and new technological de- 
velopments, costs have been dropping. In any Case, 
they are so low in terms of accrued benefits that few 
companies object on a cost basis. Basically, it’s rapidly 
becoming a matter of convincing management that 
the stresses and strains of modern business demand 
ereater consideration of “Human Engineering.” 

For descriptive literature and more information 


Circle number 36? on the Reader Reply Card. 
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FOR CUTTING DOWN PAPER WORK 
.»-OZALID HAS THE ANSWER! 


\ This Amazing New Desk-Top OZAMATIC makes low-cost, high- 


es 























speed direct copies of almost anything 


typed, written, drawn or printed! 





Here’s How the Ozalid Process Is Saving Labor and 
Money in a Wide Variety of Business Applications! 


Accounting. A major railroad cuts costs over $30,000 per 
year in computing payrolls by using Ozalid copies of 
train dispatchers’ reports to check against trainmen’s time 
record cards. 
Just Feed in Originals! 
No Retyping ... No Messy Inks .. . No 
@ Stencils... No Plates ... No Darkroom 
.. No Negatives! 





Production Control. A printing press manufacturer saves 
two full weeks in processing paperwork for each produc- 
tion run, and has speeded up entire manufacturing opera- 
tion from supplier to customer. 


Inventory Control. A big drug chain uses the Ozalid 
process tO maintain an accurate, up-to-date check on 
inventories. 


Purchasing. A manufacturer reports savings of $8,000 a 
year through using Ozalid in procuring supplies. 


Any girl in your office can learn to use the OZAMATIC in five 
minutes! This streamlined desk-top machine makes positive, 
ready-to-use Ozalid copies up to 16 inches wide—any length you 
wish —at speeds up to 30 feet per minute. Your first copy is ready 
in seconds, or you can have 1,000 letter-size copies an hour at 
a cost of less than 112¢ per copy! 

The Ozalid process copies letters, reports, invoices, orders and 
drawings on ordinary translucent materials. Opaque originals 
require a simple intermediate step. Larger machines are avail- 
able for wider copies and greater production capacity. 

Send today for full details, or call the Ozalid distributor 
listed in the classified sections of your phone book. 


— 


Clean, Dry Copies—Instantly! 
No Proof-reading . .. No Poor Carbons 
@ ...No Smudge or Distortion ... No 
Drying ... No Waiting! Pee 
General 
Johnson Cal N yum Corp, 


Gentlemen. 


D 
tion F lease se 


ab : ° d me 
Out your OZAMATIC mPlete informa. 
° ac une. ‘ 


CUT COPYING 
COSTS ... USE 


Name 


©OMPany 


oy 4 Nal) 


s) . 
Position 


City 





Johnson City, N. Y. A Division of General Aniline & Film Corp. “From Research to Reality.” 
Ozalid in Canada— Hughes Owens Co., Ltd., Montreal. 


(Circle 392 for more information) 








New lucite line magnifier attachment 

A new magnifying attachment for use 
with a typist’s copyholder has just been 
announced, ‘The magnifier, made of un- 
breakable plastic, makes it easier for the 
typist to copy from very small type, ot 
from documents which are not readily 





legible to the normal eye. Priced at only 
$4.00, it can be particularly valuable in 
legal offices, accountiag offices, and li- 
braries. 

For more information, please Circle 
number 364 on the Reader Reply Card. 


Do’s and Don'ts of good form design 

An excellent digest of the important 
factors to be considered in form design, 
plus common errors, is available to METH- 
ops’ readers. ‘The compendium is well 
illustrated with examples of good and bad 
design, including a testing method which 
may be applied to your present forms. 

For a copy of this free booklet, please 
Circle number 365 on the Reade Reply 
Card. 


Movable wall partition brochure 

A detailed, illustrated brochure is avail- 
able describing the movable wall method 
of dividing office space and emphasizing 
sound control. The revolutionary new 
partition described is full-flush, four inches 
thick, and has all of the appearance of 
permanent interior construction. 
cations are included. 

For more information, Circle numbe 


356 on the Reader Reply Card. 


Specifi- 
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Soundproof office desk 

A new desk from which all voise and 
vibration has been eliminated has re 
cently been developed. A sound-absorb- 
ing material, like the undercoating on an 
automobile, is applied with pressure guns 
to the interior of the pedestals and back 
panels—while the inside of the drawer 
fronts and bottom of slide arms have a 
sound-absorbing fluted paper lining. 

he height of the desk is adjustable be- 
tween 29 and 3014 inches, there is com- 
plete interchangeability of basic com- 
ponent parts. A special feature is a desk 
arm slide, visible card record tray for in- 
stant reference use. 

For more information, Circle number 
3 on the Reader Reply Card. 
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A new calendar for office managers 


35 


A page from a new desk calendar for 
1952 is shown in the photograph below. 
Vhis calendar is especially designed to plan 
future work, check due dates, and de- 
termine 


delivery dates. Appointment 


scheduling is simplified. Printed in two 
colors, it permits the user to schedule 
for each day of a complete year in advance, 


by days, weeks or months. Adequate space 


MONDAY 
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for notes is provided. ‘The calendar, in- 
cluding stand, sells for $3.50. 

For more information, please Circle 
number 366 on the Reader Reply Card. 


Brochure for tab card users 

A new booklet is available detailing a 
full line of steel equipment to be used in 
conjunction with punched card _ installa- 
tions. Prices and specifications are given 
for such items as tub files, card trays, sort 
ing racks, control panel cabinets, etc. 

For a copy of this brochure, Circle num- 
ber 359 on the Reader Reply Card. 


How to select the proper envelope 

\ handsome, well documented brochure 
has been released by a large envelope man- 
ufacturer to help businessmen in the se- 
lection of a proper envelope for a given 
job. Wire-bound, it includes actual ex- 
amples of several different type envelopes 
as well as detailed specifications of the 
economic envelopes to use for airmail, 
first class mail, and third class. Hints for 
saving money under the new postal rates 
are also detailed. 

For a free copy of the above brochure, 
please Circle number 367 on the Reader 


Reply Card. 


No more handles on locker doors 

A new type key control locker has re- 
cently been marketed. The key doubles 
as a handle. The door is nalocked by 
inserting and turning the sturdy key, pre- 
locks when key is removed, and locks au- 
tomatically when the door is closed. ‘Thus, 
long lines of corridor lockers can be kept 
handle-free with no projection to mar 
the smooth flush fronts. Noise is re- 
duced to the minimum and maintenance 
is greatly simplified. 

For more information, Circle number 
355 on the Reader Reply Card. 


Versatile, four-way stapling tool 

A new stapler for the office desk, capa- 
ble of fastening 32 sheets of ordinary 
bond paper, has recently been announced. 
The single tool combines a tacker, stapling 
plier, desk stapler, and staple remover. 
A flip of the lock on top opens the 
machine for easy loading and a “window” 
warns the user when the staple supply is 
low. <A staple removing blade is built 
in as part of the machine. 

For more information and _ literature, 
Circle number 357 on the Reader Reply 
Card. 
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STICKS WITHOUT MOISTENING 


WON’T SMUDGE OR SMEAR 


RESISTS DIRT, GREASE, WATER, ACIDS 


Here’s the labeling tape that’s taking the 
nation by storm. Nothing else like it... and 
tests prove it! 

Labelon Plastic “Write on it’ Tape sticks 
firmly, without moistening, to any smooth, 
clean surface... yet strips off cleanly without 
scraping. It won’t curl or discolor with age or 
variations in temperature or humidity .. . in 
fact, it adheres tightly at even —40°F and with- 
stands heat up to 160°F. But that’s only part 
of the story. 

Take a pencil, stylus or an old, dry ball 
point pen and write on the Labelon sample 
, attached below. Then try to smudge it! 

Labelon won’t smear... is dirtproof, water- 
proof, greaseproof and acid-resistant. That’s 
because it’s the only tape with a special writ- 
ing surface sandwiched between two layers 
of acetate! 


Try it yourself . 


Write ou tt! 


. here’s your sample— 





. +» THEN TRY TO SMUDGE IT 






LABELON TAPE CoO., Inc. 
450 Atlantic Ave., Rochester 9, N.Y. 


STOCKROOMS AND TOOLCRIBS 


Labelon has a thousand uses in stockrooms and 
toolcribs ... won't smudge * . . sticks without wet- 
ting. Perfect for a long- lasting, clear record on 
shelves and bins . . . no expensive label holders to 
fasten down. Identifies tools, dies, jigs, and fixtures. 
Ideal labeling for tote boxes and supply trays . . . 
parts inventories of all kinds. Strips off cleanly. 





TESTING AND CHECKING 


For identifying the component parts of modern 
electrical and electronic testing yoo neg Labelon 
is invaluable. Used as a “flag,” lon provides 
temporary identification of myriad wiring lines, 
fuel lines, and control lines preparatory to final 
testing and installation. In fact, wherever semi- 
permanent labeling is needed, Labelon is perfect. 





MAINTENANCE AND IDENTIFICATION 


Labelon is universally used by maintenance depart- 
ments to identify water, electrical, and air lines . . . 
for identifying circuits in panel boards . . . for all 
kinds of storage labeling. And when doubled over 
onto itself to provide a “flag,” Labelon has no equal 
for labeling wires drawn pee conduits. Perfect 
for inventory labeling, too. 





HOSPITALS 


There are a multitude of uses for Labelon in a hos- 
pital . for clean, sure identification. The iy 


sticks tight . .« yet strips off cleanly. Ideal for t 

hospital lab—to identify urinalysis, blood, and 
other specimens . . . for the pharmacist to label glass 
containers . for the technician to mark smear 
plates, culture dishes, etc. Not suited for sterilization. 


HERE ARE A FEW OF LABELON’S 





LABORATORIES 


The modern way to identify any glass vessel—test 
tubes, petri dishes, beakers, etc. No label contam- 
ination from spillage. Labelon strips off cleanly . . 

no scraping. Ideal for labeling specimens, stock 
chemicals, test results. Perfect, too, for darkroom 
chemicals, film holders and cans, files . . . for movie 
film leaders to identify film, prevent unraveling. 





INSPECTION AND SERVICING 
For quick labeling of rejected parts, Labelon is the 


answer. Inspectors can jot down the reason for re- ~ 


jection right on the part itself, and Labelon will 
stay stuck through re: ssing operations—and 
then peel off cleanly. Likewise, Labelon saves time, 
prevents errors, and cuts costs when used on hard- 
to-mark items returned for service and repair. 





SAMPLE MARKING 


Wherever clear identification of sampies or batches 
is needed, chances are Labelon is the answer. Label- 
on sticks tight—yet strips off cleanly without resi- 
due. It’s quick, it’s easy, it’s permanent. Unequalled 
for labeling batch tests . . . sample metal or pea 
parts .. . idéntifying the contents of containers . 
drum labeling, etc. 





SCHOOLS AND UNIVERSITIES 


Labelon solves countless labeling problems in class- 
room and laboratory. It’s ideal for mocking student 


experiments, test batches, exhibits in 

biology, or physics labs . . . for identifying special 
set-ups, materials, and instruments. It gives clear, 
lasting identification for beakers, test tubes—any 
container, shelf, drawer, or cupboard. 





Circle 394 for more information 
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ORDER INFORMATION 
Labelon Tape comes in its own dis- 
penser in 400” lengths in a choice of 
4 colors (Blue, Red, Green, Black) 
and in the following widths: 


a4 yp | a 
$1.65 $1.85 Be 


PER ROLL PER ROLL 


The above*prices include dispenser: 





Larger 800” rolls, wound on 3” cores ; 

without dispenser, are availabl aor j OR D é 4 
all the above colors and widths. ' 77) R M4 
Many other widths and. 


also available in both 400” and ~ 
800” rolls. Write us for prices. 
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MANAGEMENT MAGAZINES, INC. 


141 EAST 44TH STREET 
NEW YORK 17, NEW YORK 























POSTMASTER: If undeliverable for any reason 
please notify us at above address on Form 
3547 postage for which is guaranteed. 








WOM.. mre Time fot managembnl 0 manage 


VERY DAY the “paper work” agement has more time to manage. _ payroll equipment—everything for 
; mounts. All of us are snowed This is just one of the ways wecan __ the office except machines, and each 
under with new regulations, new help you speed your office work. ‘“‘time-engineered’”’ for the needs of 
taxes, new reports of every kind. Since starting to work with American — every job and worker. 
Never before in the history of Amer- business in 1899, Shaw-Walker re- So if you are setting up a new office, 
ican business has the handling of de- search has developed close to 4000 or merely wish to modernize, make 
tail been so important —and taken so products to help increase per-capita sure you useShaw-Walker. It will help 
much of management’s time. productivity —chairs, desks, Fire- you stretch time—the most critical 

But there’s a way to cut through Files, filing cabinets, loose-leaf and _ factor in business today. 

this maze and to find more time for 
the really productive work. It’s a 
simplified plan by Shaw-Walker— Finding is fast because papers =" Positive control over all papers 


3 ee ; ” : are automatically classified as ; out-of-file, and simple automatic 
tume engineered to CS gAnine every to importance... top-ranking ily follow-up of letters in file. 

one of your papers for instant find- custapaate, active correspond- j 

. . . ents and infrequent corres- —til} L aos 

ing, no matter how big or involved miter oy : SS! f 7 This is only one of Shaw-Walker’s 

your record keeping. Sa wp, eight time-engineered finding 

ee z : : : iss \Y systems for records of any kind, 

Finding is up to four times faster. Mistake-proof guide headings = | whether in one drawer or 1,000. 


Operating costs for help are reduced eliminate figuring and guessing. 
But most important, there’s less to 


hamper and delay decisions; man- ae 
The booklet, ‘‘Time and Office Work,’’ is packed with ideas for stretch- 
ing office time. A wealth of information on ‘‘time-engineered’’ office 
systems and equipment. 36 pages! Many color illustrations! Write 
g Built Likea today, on business letterhead to: Shaw-Walker, Muskegon 26, 
7 Skyscraper” Michigan. 


Largest Exclusive Makers of Office Furniture 


ae. and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan 


Branches and Dealers in All Principal Cities 
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(Circle 396 for more information) 





